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ABSTRACT
Title: Senior Portfolios: A guide to Help Students Plan for the Transition to Adulthood
Nora Carlson, OTDS, Dr. Andrea Young, OTD, OTR/L, Faculty Advisor, Department of
Occupational Therapy, University of North Dakota School of Medicine Health Sciences, 501
North Columbia Rd, Grand Forks, ND 58202
Purpose: The purpose of the project was to assist at-risk students attending an alternative
learning center (ALC) with secondary transition planning into adulthood to promote a successful
first year out of high school. Planning is essential to ensure a smooth transition (Mankey, 2011).
This project also aimed to showcase occupational therapy’s role in transition services, and how
occupational therapy transition services can be used at an ALC with setting level one students.
Methodology: A needs assessment was conducted where pertinent literature was reviewed
surrounding transitions, occupational therapy, and at-risk youth. Meetings and conversations
with faculty and administration also occurred to help establish the need. It was discovered that
many students have difficulty thinking about the prolonged future which impedes their ability to
make a plan and carry out steps to achieve their goal the first year after they graduate. To help
with this transition it is essential that students start thinking about their first year of adulthood
prior to graduation.
Results: To address this barrier, a guide was developed in the form of a senior portfolio. The
senior portfolio has two versions one worth .25 credit and one worth .125 credit. This product
was created to help students figure out their occupational interests, assist with independent living
skills, and help students develop an understanding and plan the steps necessary to reach their
goal. The senior portfolio and handbook were created with guidance from the PersonEnvironment-Occupation model (Law et al., 1996).
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Conclusion: Although it is clear that this population would benefit from transition services, ALC
students do not receive this service since they are in a level one setting. Through research and
personal knowledge of the occupational therapy profession, it is evident that occupational
therapists have the knowledge and skills to assist these students with transition planning. The
Senior Portfolios: A guide to Help Students Plan for the Transition to Adulthood was created to
get seniors thinking about the future and help plan for their first year after graduation to ensure a
smooth transition from high school to adulthood.
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Chapter I
Introduction
The traditional school setting cannot meet the needs of every student to help them be
successful. Students who attend public school and are at risk of dropping out, truancy, or failing
in the traditional academic setting can choose to attend an alternative education center if they
meet one of the thirteen criteria. Alternative Education takes many forms and is provided to these
at-risk students (Tobin & Sprague, 1999). Alternative education can be for general education
students along with special education students.
For high school students, the transition that occurs from high school to adulthood whether
they go to college, start a career, or begin living independently is often times referred to as the
secondary transition. Occupational therapy has potential to play a key role in transition services.
However, many occupational therapists report not being heavily involved in student's transition
planning (Kardos & White, 2005; Kardos & White, 2006; Mankey, 2011). Transition planning is
a service covered under Individuals with Disabilities Education Act (IDEA), so a student with an
Individualized Education Program (IEP) will receive this service (Cleary & Persch, 2020).
However, not every student attending an alternative school has an IEP and therefore, their
transition planning is not mandated by a law.
Transition planning in the alternative education setting typically consists of career and
job exploration. Occupational therapists are trained in task analysis, analyzing context, and
considering client factors which are skills necessary in transition. Occupational therapists are
also able to collaborate with the transition team to make recommendations, build skills needed
for community participation, and enhance and promote skills that are required for employment
(American Occupational Therapy Association [ATOA], 2018). These skills demonstrate that

1

occupational therapists bring a unique view to transition services as we are able to teach
independent living skills and use client factors to ensure students are successful in their postsecondary endeavors.
The occupation-based model chosen for this project was the Person-EnvironmentOccupation (PEO) model (Law et al., 1996). This model was extensively used to analyze
literature and guide the development of the product. PEO highlights the transactions between the
person, their environment, and the occupation and identifies the best fit between them. This
model was chosen because alternative education programs allow for students to explore the
environment and context aspect of the model, as there are multiple types of alternative education
settings. Minnesota Department of Education, (2020) states, public school is a choice in
Minnesota, meaning students can choose to attend a public school outside of their residential
district. This also means if a student meets the criteria, they can choose which alternative school
they want to attend (Minnesota Department of Education [MDE], 2020; Office of the Legislative
Auditor [OLA], Program Evaluation Division, 2010). Public school as a choice is a law that
facilitates pairing students with an education delivery method that is the best fit and increases
their chances of succeeding. PEO was also chosen because as the development of a transition
program started, it was important to highlight the many different pathways that are available to
students and that a four-year college is not a "one size fits all" and not the best option for every
person. PEO transactions allow for the person, environment, and occupation factors to be
considered when planning a transition, which facilitates finding the best fit for each student's
unique circumstances.
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The following is a short guide of key terminology that is used throughout the report. The
following terms are often used so it is pertinent the reader understands what is meant as many of
them have different meanings depending on the state or the setting.
Alternative Learning Center (ALC): provide education throughout the calendar year and offer
middle and high school students a comprehensive education program throughout the school day
or for part of the day through a school or in a separate facility (Minnesota Department of
Education [MDE], 2020).
At-Risk Youth: Students who are at risk for academic failure, truancy, dropping out,
delinquency (Foley & Pang, 2006; Tobin & Sprague, 1999).
Secondary Transition: The transitions that occurs from attending school, to what occurs after
high school (AOTA, 2018).
The following chapters will assist readers with understanding the product development
process. Chapter II is a review of the literature on at risk youth, alternative education, and
occupational therapy's role. Chapter III is a review of the methods that were used to develop the
product. Chapter IV contains details and information regarding the product. Finally, Chapter V
includes a short summary of the project and a discussion about limitations, and implications for
future research.
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Chapter II
Literature Review
Students who attend education alternatives are often students who do not benefit in from
the traditional school setting. These students then become at-risk for failure, dropping out, or
falling behind. Many times, these students attend an alternative education setting where students
receive more individualized education (MDE, 2020; Office of the Legislative Auditor [OLA],
Program Evaluation Division, 2010). At-risk students who attend an alternative education
program are less likely to succeed in post-secondary than students in the traditional setting. Since
not all students that attend alternative education have an IEP, transition services are not covered
under IDEA. This means that a population that would benefit from extra support when
transitioning from high school to a post-secondary option is not receiving services.
At-Risk Youth
The term at-risk youth can have a variety of definitions depending on the setting.
Academically, this typically means students who are at risk for academic failure, dropping out of
school, or delinquency (Foley & Pang, 2006; Tobin & Sprague, 1999). They are often described
as students who have a disability, display behaviors, have a short attention span, receive failing
grades, display low motivation, or become pregnant (Dirette & Kolak, 2004; Foley & Pang,
2006). Characteristics of these students can also have a wide range. Many characteristics stand
out when looking at at-risk youth. Some common behaviors of at-risk youth are substance use,
truancy, and other high-risk behaviors (Kremer et. al 2015). Characteristics such as low
socioeconomic status and belonging to a racial or ethnic minority group are also common for this
population (Dirette & Kolak, 2004; Kremer et. al, 2015; OLA Program Evaluation Division,
2010). According to the Office of the Legislative Auditor (OLA) Program Division (2010), of
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students enrolled in alternative education in 2009, 47% of students identified as non-White and
57% of all students received free or reduced-price lunch. Students who attend alternative
schools can have a wide variety of different needs that traditional schools do not have the
capacity to address (Carver & Lewis, 2010). General education and special education students
can attend an alternative school depending on the services the school provides (Tobin &
Sprague, 1999).
According to the OLA Program Development Division (2010), in 2009 around 17% of
students chose to enroll in alternative education. In Minnesota, a student must meet one of 12
criteria in order to attend an alternative school. The 12 criteria are listed as a student:
performs substantially below the performance level in achievement testing when compared to
peers of the same age, is behind in completing coursework or credits for graduation, becomes
pregnant or is a parent, was assessed as chemically dependent, was excluded or expelled, was
referred by a school district, is a victim of sexual or physical abuse, has mental health problems,
has experienced homelessness in the past six months before requesting to attend alternative
education, speaks English as a second language, has been chronically truant or has withdrawn
from school, is being treated in a hospital for cancer or another life-threatening illness within the
seven-county metropolitan area or is the sibling of the student being treated and resides with the
student’s family at least 60 miles outside the boundary of the seven-county metropolitan area
(OLA Program Division, 2010).
Alternative Education
Alternative education can be provided in various forms. It can take the form of
community-based programs, public alternative schools, extended day programs, and many more
(Foley & Pang, 2006; Minnesota Department of Education [MDE], 2020; Tobin & Sprague,
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1999). In Minnesota, there are five different types of alternative programs: Area Learning
Centers (ALCs), Alternative Learning Programs (ALPs), Targeted Service programs (TS),
Contract Alternative Programs (CAPs), and Early/Middle College (MDE, 2020).
ALCs offer a comprehensive education program, provide services during the school day
to middle and high schoolers, are available throughout the calendar year, and partner with at least
two districts (MDE, 2020; OLA Program Evaluation Division, 2010). ALCs can take on many
different forms and are offered in a few different settings. There are alternative schools that
provide education to students in a different physical building, ALCs can also be run within the
same building as traditional public schools (a 'school within a school'), or the ALC can be mixed
into a public school where classrooms and materials are shared (Tobin & Sprague, 1998).
ALPs do not need to offer services to both middle and high school students or work in
conjunction with school districts (MDE, 2020). ALPs can choose to provide services for one
specific need, the grades they serve, program hours, and when services are provided throughout
the year. However, they must offer summer programming (MDE, 2020; OLA, Program
Evaluation Division, 2010).
According to OLA (2010), TS are a part of extended-time programs which are offered
outside of the regular school day. TS programs have a wide range in what they can offer and the
duration of program length. Typically, TS programs are before or after school, on weekends, or
summer programs that have a focus that facilitates grade progression (MDE 2020; OLA Program
Evaluation Division, 2010). Examples of TS programs are tutoring, clubs, and music or art
lessons.
The next type of program are CAPs and Early Middle College. CAPs are similar to ALCs
where the program is year-round, however, CAPs do not need to have instructors employed by
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the district (MDE, 2020; OLA Program Evaluation Division, 2010). Finally, Early Middle
College is a newer program that allows students enrolled in alternative education through StateApproved Alternative Programs (SAAP) to earn college credit (MDE, 2020).
According to the OLA Program Evaluation Division 2010, there are also two different
types of instruction offered, seat-based and independent study. Seat-based instruction is where
students attend classes on a regular schedule similar to traditional school settings, however
students in the class may be in a different grade or working on a different subject. Independent
Study is for students who are 16 and older. Some instruction for independent study may be faceto-face while the majority is self-lead by the student and completed outside of school (OLA,
Program Evaluation Division, 2010).
Although these schools and programs provide services in different ways, they all share a
common goal of trying to help students succeed and address the needs of students that are not
typically addressed in a traditional school (Carver & Lewis, 2010). These alternative schools and
programs share academic goals such as improving attendance, overall grades, and engagement in
learning. They also have non-academic goals such as improvement in behaviors and skill
development (Dirette & Kolak, 2004; Foley & Pang, 2006). Afterschool programs for at-risk
youth also have a goal to provide supervision and keep students from engaging in risky
behaviors (Kremer et. al, 2006).
Strategies used in alternative schools.
In 1999, Tobin and Sprague identified seven research-based effective strategies for
alternative education. These include a low ratio of student to teachers, highly structured
classrooms, positive emphasis on behavior management, adult mentors at school, individualized
behavioral interventions, social skills instruction, and high-quality academic instruction (Tobin
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& Sprague, 1999). A low ratio of students to teachers allows for the teacher to provide more time
and attention to the students. This is beneficial because it facilitates building rapport and allows
for a stronger student-teacher relationship that could encourage student attendance and
improvement in school engagement (Flower & Jolivette, 2011; Tobin & Sprague, 1999). A
highly structured classroom with behavioral classroom management is the second effective
strategy in an alternative school. This strategy was implemented in alternative schools for
students who were not able to successfully manage their behavior in a traditional setting (Tobin
& Sprague, 1999). Students were able to learn self-control to manage their behaviors in the
classroom and they achieved high academic gains (Flower & Jolivette, 2011; Tobin & Sprague,
1999).
The third effective strategy is a positive emphasis on behavior management. This is
similar to the previous strategy as it also focuses on behaviors. This strategy states that positive
methods instead of negative or punitive methods are more likely to be effective in changing a
student's behavior (Flower & Jolivette, 2011; Tobin & Sprague, 1999). The next effective
strategy is utilizing adult mentors. Adult mentors can provide support and guidance to students.
They can also use the aforementioned strategies providing consistency to improve student
behavior, encourage appropriate behavior, build rapport, and facilitate school bonding (Flower &
Jolivette, 2011; Tobin & Sprague, 1999).
The next effective strategy is individualized behavioral interventions. These interventions
are based on a functional behavioral assessment that identifies antecedents and consequences of
behavior (Flower & Jolivette, 2011). The interventions are then created and implemented based
on the results of the assessment. This strategy also helps faculty at school to understand triggers
for behavior and aims to replace problematic behaviors with positive behaviors (Flower &
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Jolivette, 2011; Tobin & Sprague, 1999). Social skills instruction is the next effective strategy.
According to Flower and Jolivetter (2011), social skill learning may be important for students in
an alternative setting in order for the student to form friendships, survive school, problem solve
and conflict resolution, and for work-related skills.
Finally, higher quality instruction is another strategy used in alternative education. This is
needed because these students are at risk of failure of classes in the traditional classroom. Having
high-quality instruction with structure ensures that students will catch up or maintain their grades
(Flower & Jolivette, 2011; Tobin & Sprague, 1999). Additional effective strategies are parent
involvement. This has been found useful as typically parents are told by schools their child is
problematic and unmanageable in the traditional setting. Parental involvement in positive ways is
likely to have positive impacts on students. This is done through communication and the ability
to discuss concerns and student participation in school activities (Fowler & Jolivetter, 2001).
Program funding.
Typically, program funding for ALCs is money that is redirected from the public school.
Program funding is determined by average daily memberships which is typically referred to as
"ADMs". Each student usually is 1.0 ADM when they are full time. Public schools must provide
the ALC with at least 90% of the funding for each student that attends alternative school (OLA
Program Evaluation Division, 2010). However, the true amount a seat based ALC receives for
funding is dependent on how often the student attends school. If a student attends a contract
alternative program, then the home district must give 95% of the already allocated funds.
Laws affecting alternative education.
There are many different laws in place to ensure children and adolescents are receiving
proper education and support throughout their academic careers. The Individuals with
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Disabilities Act (IDEA) states that free and appropriate public education is provided to the
student through the age of 21 (Cleary & Persch, 2020). In 1990, comprehensive transition
services for school to adult life became federally mandated by the Office of Special Education a
part of the United States Department of Education. Transition services under IDEA are provided
to students who have an IDEA identified disability. It is also mandated under idea that transition
services address independent living, community involvement, education, and work (Brollier et.
al, 1994; Cleary & Persch, 2020).
Section 504 of the Rehabilitation Act is another law that pertains to transition services.
Section 504 of the Rehabilitation Act is for students who have impairments but do not qualify for
an IEP under IDEA (Cleary & Persch, 2020). Section 504 requires that transition services
include reasonable accommodation. The term reasonable accommodations suggests that
employers or education institutes must take reasonable steps to accommodate a student's
disability (Cleary & Persch, 2020). This also protects employers or schools from "undue
hardship". This means employers and schools are not required to make the accommodation if the
cost or resources needed to make the accommodation are greater than the employer resources
(Cleary & Persch, 2020).
Under Section 504, came the rise of vocational rehabilitation (Cleary & Persch, 2020).
Vocational rehabilitation services can work with the school to help facilitate people with
disabilities to be successful in their workplace. If an individual qualifies for Vocational
rehabilitation services, they will receive services such as postsecondary education opportunities,
independent living services, job placement services, financial support for job training, and job
coaching (Cleary & Persch, 2020). Vocational rehabilitation provides individuals with jobs
students are qualified for and that are appropriate for them.
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Least restrictive environment.
The Least Restrictive Environment (LRE) is required by law for students receiving
special education. LRE states that students must receive education services in the LRE; meaning
as long as it is appropriate, students should be receiving education in classrooms with students
without disabilities. This mandate does not guarantee that students with disabilities will be in the
same classroom as their peers but it makes it so the IEP team has to consider this option first
(Cahil & Bazyk, 2020). The LRE must be determined each year in the student's IEP meeting
(Arc Minnesota, 2018; Cahil & Bazyk, 2020).
Under special education are four different types of settings for public schools. There are
eight levels total. The first four are for public education and the second four pertain to various
education settings where the student spends at least 50% of their academic day. These settings
are further explained in Table 1. They are labeled Level Settings 1-8 with each level indicating
varying levels of support offered. According to The Arc Minnesota (2018), the levels can be
described as follows: at the bottom is Level 1 which has the least amount of extra support. Under
level 1 students receive a majority of their education in regular classes and less than 21% of their
day is outside of the regular classroom. Level 2 involves students receiving education in a
resource room where 21-60% of their day is spent outside the regular classroom. Level 3 is
where students receive education in separate classrooms that include other students with
disabilities and are outside of the regular classroom for more than 60% of the day. Finally, Level
4 is where students receive public education in a different facility from their regular school for at
least 50% of their day. The separate facility is also designed for students receiving special
education (Arc Minnesota, 2018).
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Table 1
Federal Level Settings and Descriptions
Level
Description
1
less than 21% of the day is outside
the regular classroom

Level
5

Description
more than 50% of the day is spent in
a private separate special education
school
2
21-60% outside the regular classroom
6
more than 50% of the day is spent in
a public residential program for
special education
3
more than 60% of the day is outside
7
more than 50% of the day is spent in
the regular classroom
a private residential program for
special education
4
students are in a different public
8
education services are received in the
facility for at least 50% of the day
student’s home/hospital
Note. Levels 1-4 are commonly used as they are the only levels used in public schools (Arc
Minnesota, 2018).
Transitions
One of the last academic transition periods is when a student transitions from high school
to adult life. This transition is known as the secondary transition. Typically, this transition occurs
around 17 as that is when students typically finish high school. However, it can happen anytime
up to 21 years of age (American Occupational Therapy Association [ATOA], 2018). According
to IDEA, if a student has a disability, transition services and planning must start by age 16
(Cleary & Persch, 2020). Transition planning is essential to help a student succeed after high
school (Foley & Pang, 2006; Tobin & Sprague, 1999; Mankey, 2011). Currently, the amount of
transition services a student will receive depends on a few factors. The biggest one is for kids
who receive special education. However, if a student is at a level 1 setting and not under an IEP,
there are no legal requirements for building transition services into the curriculum at an ALC.
Another factor that will determine the number of transition services offered is the school. Some
schools have a more formal way of preparing their students for secondary transition (i.e.,
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programs such as Advancement Via Individual Determination [AVID]) while others are informal
(i.e., college and careers class). According to the literature, the at-risk youth in alternative
schools would benefit from transition services (Dirette & Kolak, 2004; Kremer, 2015; OLA
Program Division, 2010; Shea & Jackson, 2015).
Occupational Therapy's Role in Transitions
Occupational therapy has a unique role in transitions. Occupational therapists are experts
in considering context, activity demands, task analysis, client factors which would be beneficial
for students in alternative education and beginning transition planning (Dirette & Kolak, 2004).
Occupational therapists can also teach functional independent living skills, which make them
uniquely qualified in identifying strategies to improve occupational performance which is needed
in secondary transition (Mankey, 2011). However, occupational therapists are not heavily
involved in a student's transition from high school to their post-secondary education endeavors
(Kardos & White, 2005; Kardos & White, 2006; Mankey, 2011). A study completed by Kardos
and White (2005) that evaluated the role of occupational therapists in secondary transitions and
occupational therapy involvement, found that occupational therapists were only involved in
providing transition services if the student was planning on achieving a higher level of education
after graduation. When occupational therapists were involved, they were providing interventions
in the domain of occupations such as activities of daily living. Similar results were found by
Mankey (2011), as she surveyed occupational therapists in Arkansas and found occupational
therapists in Arkansas were aware of how they could help in the area of transitions but were
typically not involved due to a lack of knowledge and awareness from the educational team and a
lack of funding.
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Although occupational therapy is not heavily involved in transition services in the school
setting, Cleary and Persh (2020) have identified six evidence-based practices in transition
services. These include: early paid work experiences, involving the student in transition
planning, emphasis on student's social competence, life skill development, use of assistive
technology, collaboration, and teamwork between agencies and disciplines. According to
McConnell et al., (2012) participation in work-related tasks such as vocational training or workstudies increase the likelihood of obtaining full-time employment after high school. These
strategies help students transition smoothly. According to Cleary and Persch (2010), involving
students in their transition planning allows the student to gain skills such as self-determination
and allows them to make choices about their future. Similarly, the development of life skills is
also important as students learn skills that facilitate independent living and functional living.
Social competence skills teach students what is appropriate in new environments and different
contexts. The use of assistive technology can also help students with a disability transition as it
can facilitate success in employment, academia, and community participation. Finally, teamwork
ensures high-quality services are delivered and ensures that the IEP team is helping the student
reach their post-secondary goals (Cleary & Persch. 2020).
Overall, there are many gaps in the literature about transition services in alternative
education settings despite knowing that at-risk youth would benefit from such services.
Transition services are available for students who are receiving special education services as
well, but not in place for students who attend a federal setting one school unless they are on an
IEP. Occupational therapists also feel that they have adequate skills to contribute to the transition
process however, very few are involved. This project employed an occupational therapy skill set
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to develop engaging activities that were structured/purposed to facilitate students' transitions to
adulthood.
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Chapter III
Methodology
Occupational therapy practitioners have the knowledge and skills to assist students with
the transition from high school to post-secondary options such as work, further education, or
independent living. This topic should be brought to attention because occupational therapy is
often not involved in transition services especially in alternative education settings for the
general population when many students in ALCs could benefit from transition services (Dirette
& Kolak, 2004; OLA, Program Evaluation Division, 2010). The goal of the program was to
create a product that would allow students to explore options for after high school. The senior
project that was developed allows for students to explore and prepare for post-secondary options.
An extensive literature review was completed using online databases such as Google
Scholar, PubMed, American Journal of Occupational Therapy, and CINHAL. Other resources
were provided by my onsite mentor who shared some specific handouts from MDE about ALCs.
Many different key words and phrases were used when initially searching for articles such as
"occupational therapy", "adolescents", "at risk youth", "alternative education", and "transitions".
Many combinations of the listed words were used together to create other search phrases as well
as different forms of the key words. Articles were then gathered based on inclusion criteria
typically consisting of full text PDF available, within the past 10 years, written in English,
conducted within the United States. Articles were pulled from government websites such as US
Department of Educational Resources Information Center, Minnesota Department of Education,
and US Department of Education. Professional organizations were also a large resource used
such as American Journal of Occupational Therapy and the Institute of Education
Sciences/Natural Center for Education Statistics. Some articles were necessarily included that
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were older than 10 years old as they were identified as original documents. These were the first
to identify strategies used in alternative learning centers, or statistical documents where newer
versions were not yet published.
The early stages of development for this product started in the first couple weeks. As this
author was introducing herself to staff and students, she would also introduce her project and
goal. She would ask the staff if they had any opinions as to if the things done in the past were
helpful for past graduating seniors. Staff then introduced her to some of the projects that students
were required to complete prior to graduating. One of these was the senior portfolios. The prior
portfolio was three to four pages long and consisted of students filling out an outline that asked
them to create three different plans. The outline had students state the plan then five steps to
accomplish the plan. There were many conversations about how staff did not find this as helpful
because it was too open ended for the kids and did not provoke much thought.
The product Senior Portfolios: A Guide to help Students Plan for the Transition to
Adulthood was developed in stages first with activity development where this author collaborated
with staff at the ALC to figure out the types of activities and topics that should be covered.
Teachers and other staff working in the ALC have suggested different types of activities, and
then worksheets were created for the activity. Other resources have been provided by staff who
have been involved with teaching AVID as well as a college and careers class.
Two portfolio options were created with each one consisting of various activities that
help students prepare for secondary transition. Worksheets and activities for the product were
developed by this author based on the school's needs. Some of the topics covered include the cost
of living, career research, interview preparation, resumes, and cover letters. Author Stephanie
Williams (n.d.), created a worksheet titled "My Next Move," found at teacherspayteachers.com.
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Her worksheet correlates with the O*Net's Career Interest Inventory exploration activity. This
worksheet was used to guide the creation of Activity 2: Career Interest Questionnaire Worksheet.
Further development of the product continued throughout as a second version of the
portfolio was created and developed into a class. This version of portfolio is often referred to as
"Senior portfolio .25" where the original one is "Senior Portfolio .125". Senior Portfolio .25
includes a budgeting project. This was developed since some students will be or are interested in
living on their own and being more responsible financially. With the senior class completing the
.25 portfolio, the development of the product is unique in that many of the activities were created
anywhere from a week to a couple days before they were needed and implemented. These
activities were trialed and then based on how it went with the students, activity descriptions and
outlines were written up for ALC staff that would carry them out to the next class of seniors.
With the .25 portfolio being turned into a class, it was important that there was enough content to
fit the four-week quarter and the five-week quarter. To help fill the fifth week, extra activities
were developed. There are many aspects of the portfolio that are interchangeable based on many
factors such as student needs. For example, how many credits they need, what category of credit
(elective or English), as well as expected graduation date. Some students can graduate before the
end of the year due to the varying amount of credit they had when they came to the ALC.
PEO was used throughout the development of the product to help guide the creation of
the worksheets and resources used in the portfolio. Specifically, the transaction of person and
occupation. This transaction was essential to keep in mind when creating activities for the
portfolio as the population was at risk students. These students have characteristics that
prevented them from being successful in the general classroom but were able to succeed at an
ALC. Some characteristics that were kept in mind during the creation of the product were the
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high chances that some students would not attend the grad meetings and would need to complete
the work outside of the scheduled time, lack of motivation to graduate, fear of the future, and
student's individual learning needs. It is important to keep the student characteristics in mind
when creating the task/product as the students need to be able to complete this activity in time
for graduation. Since these students have inconsistent attendance, the ability to divide the
portfolio into different parts is the approach that allows for greater success and fits their
academic needs the best.
Environment was also considered since most students do not come to school every day, it
was important to keep activities short so that if needed, students could meet with the senior
portfolio staff individually during the school day without pulling them out of class for too long.
It was also important to keep the overall workload in mind since the product would consist of
.125 of a credit, this amounts to about 30 minutes of work once a week for nine weeks. The
senior portfolio is a graduation requirement but is not meant to cause more stress on the student
so making sure all activities are able to be completed in the thirty minutes was also important for
this population.
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Chapter IV
The Product
Assisting high school students in planning their next step after graduation can be
challenging as there are many different options and pathways students can choose from. The goal
of the senior portfolio is to help students plan for their first year making the transition smoother.
A large focus of the portfolio is on finding a job or a career of interest and allows students to
look at different pathways of getting to their job or career goal. This was chosen based on the
schools needs assessment as well as data found in the literature review that states these students
would benefit from secondary transition planning (OLA Program Evaluation Division, 2010).
The senior portfolio is a project that students at NECA must do as a graduation
requirement. Two versions of the senior portfolio were developed. The first senior portfolio is
completed in about nine weeks, meeting once a week during a thirty-minute window and is
worth .125 of a credit. The second version is an extension of the original senior portfolio but
includes additional activities including a budget project. This extended senior portfolio is
completed during a normal scheduled class for the length of the quarter. Students can earn
English or elective credit for completing the portfolio. The senior portfolio is typically worth
.125 credit however, the extended version is worth .25 credit. Also included in the product is an
activity handbook which provides educators and support staff with descriptions and
instructions/lesson plans for completing each activity.
The Senior Portfolio .125
This version can be started at any point during the senior year though, typically in the
spring. It takes about nine weeks to complete with thirty-minute sessions and is worth .125 of a
credit; during these sessions students will work through the activities. The senior portfolio
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includes 10 activities with some optional extra activities. Staff can choose if they want students
to complete the extra activities as time could be a limiting factor.
The first activity is a Minnesota Reality Check that lets students pick their ideal lifestyle
and see how much it would cost. The second activity is an activity that uses O*NET Interest
Inventory. After taking the questionnaire, students will fill out a worksheet that asks them to
explore career options that align with their interests. The third activity has students select a
career they are interested in and look at different pathways of achieving that career. The fourth
activity can be completed at any time and has students create their cover page and introduction
paragraph. The next activities have students create or edit a resume, write a general cover letter,
and formally ask two staff members for letters of recommendation. The final activities are about
job interviews. The first has students research different commonly asked questions and prepare
answers for those questions, and has students find interview tips they find helpful. This activity
is followed by mock interviews. The last assignment is a reflection writing that has students
reflect on their senior year, the portfolio and gets students thinking about the future. After
completing the reflection there is one more short worksheet for students to complete which asks
students what their final plan is, the steps they will take to get to it, and words of wisdom.
The Senior Portfolio .25
This version of the portfolio was designed to be completed in a senior class and is worth
.25 of a credit. The senior class would take place during one of the normal class blocks/periods.
The main difference between this and the .125 is that .25 includes the budgeting project. The
Senior Portfolio .25 is also outlined in the handbook found in the Appendix. The online portion
of the portfolio has electronic versions of the activity handbook, budge project outline, budget
spreadsheet templates, as well as additional examples of resumes and cover letters. Activities for
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the portfolio and budget project are organized chronologically in the order they are completed.
There are four activities in the budget project and in the senior portfolio. These activities are
Activity 6: Cover Letter, Activity 7: Letter of Recommendation Requests, Activity 8: Interview
Research Activity, and Activity 9: Mock Interviews. There are also many new activities such as
the Initial Plan, Job Hunt, the Budget Planning Worksheet, Budget Spreadsheet, and the Budget
Reflection.
The activities in the budget project are completed in two parts. The employment part
which includes activities that take students through a job application process. The second part is
the budgeting portion where students will budget for the next year. The Initial Plan is a short
activity that asks students to write a brief paragraph about where they will live, work/go to
college, how they will get around, and what they will do for entertainment. The Job hunt has
students evaluate job parameters and has students pick out a job that they could see themselves
doing after high school. The job they end up picking will be their job for the budget. They are
asked to first write down their ideal pay, hours, location and more then look at job openings
online and write down the parameters for the job they would apply for. They can then compare
differences between their ideal job and the job they will apply for.
After the mock interviews are over, students will learn they got the job, and they will use
the pay listed in the job posting to complete the budget. The first part of the budget is a planning
worksheet which has students consider housing, transportation, and other expenses. Using this
planning sheet students will then fill out the spreadsheet on Google Sheets which is a budget
template created for students. However, before they fill this out, students watch a short video and
define key vocabulary using the Frayer Model. This model is a chart that was developed to help
students learn vocabulary as they define the word, list characteristics, and provide an example
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and nonexample (Frayer, Frederick, & Klausmeier, 1969). To conclude, students will complete a
written paper where students will reflect on their plans now compared to before the class/project
and what they learned.
Extra Activities
Extra Activities were developed as flexible activities that can be included in the senior
portfolio if staff choose, or time allows for them. These activities can also be used in place of
longer ones if time is a limiting factor. For example, if there is not time for mock interviews,
staff can choose to replace that activity with one of these extra ones. If there is extra time, for
example if the Senior Portfolio .25 is taking place during a 5-week long quarter, the extra
activities can be used to fill the extra week. The extra activities that were developed are the
vision board and the letter to themselves or a letter to a future ALC student. The vision board is a
creative assignment asking students to create a poster using cut outs of images and words about
what they hope their future to look like. The letter is another option for students that practices
perspective writing as they will give their perspective and advice for navigating this high school
or they will write a letter that gives their perspective on their life in the past, present, and their
hopes for the future.
The Activity Handbook
The handbook has three sections. The three sections are the portfolio activities, budget
project activities, and extra activities. The handbook includes a chart of all the activities
included, descriptions of each activity followed by the activity worksheet or student direction
sheets and handouts if applicable. Each activity in the portfolio handbook is outlined with
objectives, materials required, a description of the activity, a check-in question, how to introduce
the activity, and work time instructions. Typically, the check in question is the same; ask
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students how they are and see if there are any questions about grades. The first four activities are
the same if the student is completing the portfolio in class or in graduation meetings. It should
also be noted that the budget portion of the handbook includes four of the same activities from
the senior portfolio so activities six through nine are in the handbook twice.
Theoretical Framework
Person Environment Occupation (PEO) Model was used as a framework when creating
the senior portfolio (Law, 1996). This model considers each construct; the person, environment,
and occupation and the transactions that occurs between them. This product carefully considered
each of the constructs especially the person and the occupation. The person was identified as
students who attend alternative schools. Many factors and characteristics were included when
creating activities. For example, considering motivation to graduate, what types of things
students typically choose to do after high school, socioeconomic status, and many more. This
also ties into how occupation was considered. Many ALC students tend not to pursue a college
degree but may go to trade school or get an associate degree therefore, there is less of a college
focus and more of an emphasis on finding jobs/careers. Occupation was considered in multiple
ways. First being the student's occupation of education and how the senior portfolio should be
completed and how assignments should be delivered. For example, making this a graduation
requirement makes student's more motivated to complete it allow with attaching credit, this way
students know there is an immediate reward for completing the portfolio. Because these students
do not typically pursue college, the portfolio is more focused on the immediate future - next year.
Since many students are focused on getting a job, most of the portfolio revolves around finding a
job or career they could see themself doing. The product is titled Senior Portfolios: A Guide to
help Students Plan for the Transition to Adulthood and can be found in the appendix
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Chapter V
Summary
The purpose of this project was to help at-risk youth with secondary transition planning.
As stated by Office of the Legislative Auditor, Program Evaluation Division (2010), students
attending ALCs could benefit from transition services. However, since they attend a level 1
school setting, there is no requirement for the school to provide transition services. This means
the only way to guarantee transition services are looked at is for the student to be on an IEP
(Brollier et. al, 1994; Cleary & Persch, 2020). Additionally, this project aimed to highlight
occupational therapy's role in transition planning and how our expertise can be used to help the
at-risk student population in this area.
Overview of Project
The goal of the project was to develop a program for an ALC that helped students plan
their first year after graduation in order to smooth the transition. After an extensive literature
review, it was found that many senior students did not know what they wanted to do and
therefore were not planning for this next phase of their life. Thus, Senior Portfolios: A guide to
Help Students Plan for the Transition to Adulthood was developed. This handbook is a guide that
seniors follow that allows them to do some career exploration and helps them prepare for getting
a job. A career focus was chosen for the portfolios due to the number of students who choose to
start a career instead of going to college or get a job before going to college. There are two
versions of the senior portfolios. The first one includes eleven activities that have students
explore career options, create a resume, cover letter, and involves a mock interview. The second
version is a bit longer; it includes the same activities as the first version but also has a budget
project. Due to the size difference in the two portfolios, the first portfolio is completed during
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once-a-week graduation meetings while the second one is completed as a course during a
scheduled class time. Additionally, the Handbook Senior Portfolios: A Guide to Help Students
Plan for the Transition to Adulthood was developed to help guide staff as they lead seniors
through the portfolio. The Handbook outlines both versions of the portfolio with activity
descriptions, instructions on how to introduce the activity and the worksheets and handouts
needed as applicable. Also included in the handbook are extra activities and sample outlines of
each of the portfolios.
Strengths
There are many strengths to this project with the first being how it highlights
occupational therapy's role in transitions. It became clear through research that occupational
therapy is typically not involved in transitions yet, this is an area that is within our scope of
practice. The project also showcases how at-risk youth in a level 1 setting could benefit from
occupational therapy services in the school.
Another strength of the project is that the senior portfolios have been implemented
throughout the development of the project. When the new quarter started, some seniors were
enrolled in a senior class that was dedicated to completing the senior portfolio. This means they
completed the .25 extended senior portfolio. Students who were not enrolled in the class attended
thirty-minute-long graduation meetings that occurred once a week and were dedicated to
working on the senior portfolio.
Limitations
Although there are many strengths to the project there were also limitations. The first
limitation is the limited research available. While conducting research, there seemed to be a gap
in the literature when it came to occupational therapy transition services. The research that was
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available focused on the potential that occupational therapy has in transition services but very
few articles were about occupational therapy providing transition services. Another limitation in
the research was a lack of articles on alternative education programs, specifically alternative
learning centers. Most of the literature on alternative education were from government agencies
and organizations that were reporting statistics or reviewing the types of alternative programs
available rather what services the program offers. The largest gap in the literature was on
transition services in this type of setting and population. This is likely due to the fact that most
alternative schools are for general education students and therefore are not required to provide
transition services unless the student has an IEP.
Although the senior portfolios were developed and able to be trialed, something that was
not trialed was the handbook. Because this was implemented by the creator, the handbook was
not needed throughout the implementation. Another limitation with the product was the lack of
time for the seniors completing the .125 senior portfolio during graduation meetings. Due to
unforeseen circumstances, some weekly meetings needed to be skipped resulting in senior
portfolios getting behind schedule and not being finished.
Recommendations
There are a couple of recommendations for further implementation of the product. The
first recommendation is that someone gets trained in the senior portfolios. This is important
because there are two portfolios to choose from and it is essential that the staff who implements
the product makes the correct choice according to students’ needs and the amount of time
necessary to facilitate the best performance related to use of the portfolio.
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Other recommendations are that another occupational therapy student conduct research
with ALC students who are about to experience secondary transition to gain student perspective
and to help fill the gap in the literature.
Conclusion
In conclusion, it was discovered that students attending an alternative high school could
benefit from occupational therapy services as they approach secondary transition. Occupational
therapy practitioners are knowledgeable in transition services and can facilitate the transition
planning process for this population that would benefit from these services. The product was
developed to guide students as they prepare for this major transition. The product highlights an
area of occupational therapy that is within the scope but not commonly practiced.
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Introduction
In this handbook you will find outlines of both versions of the senior portfolio (.125 and
.25). Descriptions and outlines are provided for staff followed by a copy of the worksheet. The
outlines are provided to guide staff as they lead students through each activity. Specific
directions are also provided for students.
This Alternative Learning Center (ALC) requires students to complete the senior
portfolio as a graduation requirement. The portfolio will be completed senior year and can be
completed throughout a series of graduate meetings throughout the year (.125 credit) or can be
completed in a senior class (.25 credit). Both options are acceptable and meet requirements for
elective credit or English Language Arts credit. If students are only attending the graduate
meetings and would like to complete the portfolio worth .25 credit, that is possible just have
students talk to staff to see if that is a good option for them.
Senior Portfolio .125 structure - In 30-minute graduation meetings students will complete
activities 1-11. Typically, students will work on one activity at a time.
The following is a list of the activities, and a rough schedule of what activities will be completed
each meeting.
Senior Portfolio Activities (.125 credit)
Activity 1

Reality Check Worksheet

Activity 2

Career Interest Questionnaire Worksheet

Activity 3

College and Career Search Worksheet

Activity 4

Introduction and Cover Page

Activity 5

Resume

Activity 6

Cover letter

Activity 7

Letter of recommendation requests

Activity 8

Common Interview Questions and Tips

Activity 9

Mock interviews

Activity 10

Final Reflection

Activity 11

My Plan After High School
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Rough Schedule Senior Portfolio .125
Week 1

Pre/post assessment, introduction to the portfolio and start Activity 1: Reality
Check Worksheet

Week 2

Activity 2: Career Interest Questionnaire Worksheet

Week 3

Continue Activity 2 or start Activity 3: College and Career Search Worksheet

Week 4

Continue working on worksheets - catch up session

Week 5

Activity 4: Resume and Activity 5: Cover letter for job selected - once
completed share with staff so they can print

Week 6

Activity 6: Letter of recommendation requests and Activity 7: Introduction and
Cover Page

Week 7

Activity 8: Interview research activity

Week 8

Activity 9: Mock interviews (if time) or Activity 10: Final Reflection

Week 9

Activity 10: Final Reflection and Activity 11: My Plan After High School
workday to put together senior portfolio
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Senior Portfolio .25 structure - This portfolio starts the same as the .125 portfolio with
activities 1-5. The budget project will then begin, with activities 6-9 from the .125 portfolio
incorporated. At the end of the budget project is a final reflection, and the final plan.
Below is a list of all activities needed for the .25 credit senior portfolio and a list of activities that
should occur each week. Please note that students will progress through the portfolio at different
rates. Some days could be make-up days with no new material introduced if needed.
4-week quarters: Complete activities 1-16 in the list provided below
5-week quarters: Students will complete activities 1-18. Please note activities 17 and 18 are
extra activities.
Senior Portfolio Activities .25 credit
Activity 1

Reality Check Worksheet

Activity 2

Career Interest Questionnaire Worksheet

Activity 3

College and Career Search Worksheet

Activity 4

Introduction and Cover Page

Activity 5

Resume

Activity 6

Budget Project Introduction, Initial Plan

Activity 7

Job Hunt

Activity 8

Cover letter (Activity 6) Resumes - edit if needed

Activity 9

Letter of Recommendation (Activity 7)

Activity 10

Common Interview Questions and Tips (Activity 8)

Activity 11

Mock Interviews (Activity 9)

Activity 12

Budget Planning Sheet

Activity 13

Budget Spreadsheet

Activity 14

Final Reflection Paper

Activity 15

Thank You Notes

Activity 16

My Plan After High School

Activity 17

Extra Activity: Letter to self or future student

Activity 18

Extra Activity: Vision Board
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Rough Schedule Senior Portfolio .25
Week 1

Activities 1-5, Initial plan, Job Hunt, Cover Letters

Week 2

Continue cover letters, Letter of recommendation requests, interview research
activity, encourage students to practice answers, mock interviews.

Week 3

Budget planning worksheet, budget spreadsheet, make up interviews

Week 4

Continue budget spreadsheet, Reflection paper, start vision board, Final plan
after high school

Week 5

Final plan after high school, Extra activities: vision board and letter to self or
letter to future student

Note. Activities and week 5 in grey are for the longer quarters where the length is 5 weeks
instead of 4.
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Senior Portfolio .125
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Activity 1: Minnesota Reality Check and Intro to Senior Portfolios
Objectives:
1. Learn about senior portfolios at NECA
2. Gain perspective of how much their ideal lifestyle will cost
3. Students will complete pre/post assessment
Materials required: Staff will need student folders, Senior portfolio binder, printed copies of
pre/post assessment and copies of the Minnesota Reality Check Worksheet. Students will need
their laptop and a pencil.
Description: In this session we will start with welcoming seniors, introduce senior portfolios,
help students set up a folder for their senior portfolio, have students complete the pre/post
assessment, and have students start the Reality Check worksheet.
Check-in: On a scale of 1-10 10 being the best, how are you feeling today, how come? Where
are you at, do you have any questions about your credits, etc.?
Directions/Activity: Senior portfolios are a senior project that every student at North Education
Center Academy (NECA) must complete in order to graduate. Senior portfolios are worth .125 or
.25 credit of either elective or English Language Arts (ELA) depending on what the student
needs. The majority of activities for the portfolio will include a few activities where your laptop
is required so, please bring it to each meeting.
The portfolio is created through a bunch of different activities that will be a mix of paper
worksheets and online work using Google Drive. First, we will start by setting up a folder in
your google drive. To do this go to your google drive, click new, click folder. If you would like
to complete the portfolio solely online, let me know and I will share all the worksheets with you,
and we will print your portfolio at the end. You each will have a folder with your name on it to
keep track of your papers.
Today we have 2 things for you to complete after I introduce the senior portfolios. The
first thing is a short assessment that you will complete now and again at the end of the senior
portfolio. This is for my purposes only to see how you have grown throughout the senior
portfolio process. It will not affect your grade! The next thing is an activity for today called
“Minnesota Reality Check”. This will require your computers. Before you complete the reality
check, answer the first 3 questions on the worksheet, then follow the directions.
Work time - When students are finished with the assessment and the reality check, they can put
it in their folder and turn them in.
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MN Reality Check Worksheet
What kind of career are you hoping to start after high school?

What type of additional education is required for this job? (Certificate, license, associate,
bachelors, masters, doctorate).

Why do you want this career?

Directions:
1. Go to https://www.minnstate.edu/careerexploration/realitytool.html or google “MN
Reality Check”
2. click the first link named “Reality Check Tool - Minnesota State Colleges and
Universities”
3. click “start” to complete the reality check. Do not click “start with a career” even if you
already have a career in mind.
4. It may take a time to load, once loaded click the options that best suit your ideal lifestyle
(not just next year).
Towards the end click a career cluster you are interested in if you are unsure you can pick “i
don’t know”. Keep in mind the careers are not all inclusive. If you don’t see the career or job you
are interested in, come talk to me.
After completing the reality check answer the questions below:
1. My lifestyle will cost: ______________________ (record the annual cost)
2. Careers in that salary range that I might be interested in:
Career

Salary

1.

$

2.

$

3.

$
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3. The career I want typically pays: ______________________
4. Can you afford your lifestyle with your job/career’s typical pay?
NO

YES

5. I am willing to change these things about the lifestyle I want:
•
•
•
6. Things I need to do in order to afford my ideal lifestyle:
•
•
•
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Activity 2: Career Interest Questionnaire Worksheet
Objectives:
1. Complete a career inventory to learn about careers that match their interests and explore
different job/career options are available to them
2. Learn about interests they have and how it can be incorporated into a job they enjoy.
Materials Required: Staff will need their laptop, student folders, copies of Career Interest
Questionnaire Worksheet Students will need their laptop, and/or pencil.
Description: This session will use O*NET's My Next Move program. The students will
complete the O*NET career inventory online and then explore jobs they are interested in and
match their results from the short career inventory. Students will then pick one career and learn
more about it by answering questions on the worksheet.
Check in: How is everyone doing on a scale of 1-10 with 10 being the best? Where are you at,
do you have any questions about your credits, etc.?
Directions/Activity: Is anyone familiar with or heard of O*NET? O*NET stands for
Occupational Information Network and it is a database that contains information and descriptions
of over 1,000 jobs (O*NET, 2022).
The career interest inventory is a questionnaire that gathers your interests in 6 different
categories. Realistic, Investigative, Artistic, Social, Enterprising, and Conventions. Based on the
results from the questionnaire, you will then explore different careers that are based on your likes
and the amount of preparation you want the job to have (also known as Job Zones). You will
record your scores and read about the 5 different job zones. Then pick one job/career of interest
to fill out the rest of the worksheet.
Work Time: To start the activity google O*NET Interest Test and click the first link or go to
https://www.mynextmove.org/explore/ip and click Next. Follow the directions and complete the
questionnaire.
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Career Interest Questionnaire Worksheet
Name________________________________________

Date ______________________

Finding a career that you enjoy will help make work more enjoyable. Complete the Career
Interest Inventory online. Once you have finished, fill in your results for the following
categories and then answer the questions below.
Realistic __________Investigate __________Artistic __________
Social __________Enterprising __________Conventions __________
Now look at the 6 interests and write a short definition for each one.
Realistic: _____________________________________________________________________
Investigate: ____________________________________________________________________
Artistic: ______________________________________________________________________
Social: _______________________________________________________________________
Enterprising: ___________________________________________________________________
Conventions: __________________________________________________________________
Read about the different job zones and write down the definition or description of all 5 job
zones. Then check which job zone you are interested (mark no more than 2).
Job Zone One __________________________________________________________________
Job Zone Two _________________________________________________________________
Job Zone Three ________________________________________________________________
Job Zone Four _________________________________________________________________
Job Zone Five __________________________________________________________________
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Based on the list provided, what are 5 Careers you can see yourself doing? What job zone
are they in?
1. ____________________________________________________
2. ____________________________________________________
3. ____________________________________________________
4. ____________________________________________________
5. ____________________________________________________
Select one of the careers from above to learn about more in depth and answer the next set
of questions.
Name of Chosen Career: ____________________________________________
Job description:
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
What are some on the job tasks involved with this job?
____________________________________________________________________________
____________________________________________________________________________
What are the skills required for this job?
____________________________________________________________________________
____________________________________________________________________________
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What are the abilities required for this job?
____________________________________________________________________________
____________________________________________________________________________
What personality characteristics would best fit this job?
____________________________________________________________________________
____________________________________________________________________________
What type of technology is required for the job?
____________________________________________________________________________
____________________________________________________________________________
What education level is typically needed?
____________________________________________________________________________
What is the job outlook for Minnesota? ____________________________
What is the highest salary? _____________________________
What is the average salary? ____________________________
What is the lowest salary? ____________________________
Can you see yourself pursuing this career? ___________
Could you support your lifestyle with this career? _________
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Activity 3: College and Career Research Assignment
Objectives:
1. Students will pick a career and start to develop a plan for how to achieve it
2. Students will learn about different routes for achieving the job/career they desire
Materials Required: Staff will need their laptop, student folders, copies of the College and
Career Research Assignment worksheet. Students will need their laptop, and/or pencil.
Description: This activity will allow students to pick one job/career of interest and explore the
different paths to becoming a person in the field they choose. This activity considers jobs that
require more school and ones that don’t by having students look at colleges, current job
openings, and exploring different companies they could see themselves working for.
Check in: How is everyone doing on a scale of 1-10 with 10 being the best? Where are you at,
do you have any questions about your credits, etc.?
Directions/Activity: Today’s activity is working off of the previous activity; Career Interest
Questionnaire Worksheet. So, if you realized after last activity that you can’t see yourself doing
the job you picked in the last activity you can use O*NET again to look for a different job that
suits your interests.
• Google “ONET Career Test” or “ONET Interest profiler” → click the first link → click
“Enter scores” to get your careers list. Link: https://www.mynextmove.org/explore/ip
OR
• Google “ONET” → click “ONET OnLine” → in the upper right corner under
“Occupational Quick search” you can type in your desired occupation and explore. Link:
https://www.onetonline.org/
Once you have found a job and read about it you will answer the following questions. If
your career only requires on the job training then you can skip ahead to where it says STOP!
Otherwise if it requires any education, including license and certificate you must complete the
education portion of the worksheet.
Keep in mind that some jobs have varying amounts of education for example, sometimes
a job might be a level 4 job zone but some people that do it might just have an associate degree
and have worked their way up. ONET will tell you things like this under the Education heading.
So do not eliminate a career just because it looks like there is more preparation than you are
willing to do. Explore the career and pathways before you decide it’s not for you.
Work Time: If students do not finish can continue with this activity in the next meeting, as
typically there will be a workday the following week to catch up on activities 1-3.
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College and Career Research Assignment
After you have completed the Career Interest Questionnaire Worksheet. Answer the
following questions:
What is the job you are hoping to have after high school? What job zone was the job/career you
chose? (If you did not initially choose the job/career you want you can look it up)
Job:

Zone: _________________

Describe the preparation needed for this job. (License, certificate, on the job training, college…)
____________________________________________________________________________
____________________________________________________________________________
Is more education after high school required? (Trade school, tech school, college degree)
YES

NO

If yes to the question above, answer the questions below. If no higher education is required,
skip until you see the STOP.
What are 3 potential schools that you could see yourself attending that offer the program or
classes needed for the job?
1. ______________________________________________________
2. ______________________________________________________
3. ______________________________________________________
Pick the school you would most like to attend and answer the following questions
1. How much extra schooling is required/what does the schooling path look like or how many
credits do you need? Ex: 2 years of college and 1 internship or 120 Credits
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
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2. What are the Pros and cons about going to this college?
Pros

Cons

3. Do you think this college would be a good fit for you? Why or why not?
____________________________________________________________________________
____________________________________________________________________________
__________________________________________________________________________
STOP!
Continue here if your job/career does not require additional education!
Look up a company you would like to start working for or find a job on www.indeed.com
and answer the following questions.
1. What job did you find/what company did you choose, and how much does the job pay?
____________________________________________________________________________
2. What is the mission, vision, or goal of this company?
____________________________________________________________________________
____________________________________________________________________________
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____________________________________________________________________________
3. What are the pros and cons about this job/company?
Pros

Cons

4. Would you take a job with this company? Why or why not?
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
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Activity 4: Introduction and Cover Page
Objectives:
1. Students will pick a career and start to develop a plan for how to achieve it
2. Students will learn about different routes for achieving the job/career they desire
Materials Required: Staff will need their laptop, student folders, and examples for students to
look at. Students will need their laptop, and/or pencil.
Description: This is a short session that students can complete whenever they have time or at the
very end. Students are expected to write a short paragraph about themselves introducing
themselves in their senior portfolio. They will also create a cover page for their senior portfolio.
Students can add designs and color, getting as creative as they would like.
Check in: How is everyone doing on a scale of 1-10 with 10 being the best? Where are you at,
do you have any questions about your credits, etc.?
Directions/Activity: This is a shorter activity that involves creating the first two pages of the
portfolio. The cover page and your introduction. The cover page must have your name, North
Education Center Academy, and Senior Portfolio 2022 somewhere on the page. You can get
creative by adding backgrounds, designs, and you can use different fonts as long as the font is
legible, and images are school appropriate.
The Introduction will be a short paragraph of at least 6 sentences. The purpose is to
introduce yourself to the reader. Tell them about yourself, where you are from, family, hobbies,
interests, future goals, and more. There is also an outline available of what to include. Try and
expand on your answers to the prompts.
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Activity 5: Resume
Objectives:
1. Students will learn about resume writing in order to compose their own resume
Materials Required: Staff will need their laptop, student folders, and examples of resumes for
students to look at. Students will need their laptop.
Description: Students will learn about resumes and resume writing in order to create their own
resume either from scratch or revamp a current resume they have.
Check in: How is everyone doing on a scale of 1-10 with 10 being the best? Where are you at,
do you have any questions about your credits, etc.?
Directions/Activity: How many of you have created a resume before? How many of you are
familiar with resumes? Today we are going to talk about resume writing and the dos and don’ts
of writing a resume. Who knows when resumes are needed or why they are important? Resumes
are needed for applying to jobs and internships. It is important to keep them updated, and make
sure you are concise and to the point. It is also important to use strong action words when
describing the various tasks your job entails (Pancratz Career Development Center, 2019).
Reading of UND Pancratz Career Development Center Resume Guide - staff can pick
how this is completed, students can read over individually and highlight key points, sections can
be assigned then shared, or the class can go over it all together with the staff outlining key points
(Pancratz Career Development Center, 2019).
If the hyperlink is inaccessible, you can find it by Google searching "University of North
Dakota Resume" and click the UND Business link: Resumes | Pancratz Career Development
Center and then at the bottom of the page, click download Resume Help Packet.
Work Time: To get started, open your laptops and go to Google Drive. Then on the left side of
the screen click New, find Documents, and click the “>”, then click “From a Template”. This
should then open another tab with the template gallery. Find resumes and click one that you like.
There are many different examples of resumes online, as well as examples here.
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Activity 6: Cover Letter
Objectives:
1. Students will understand the purpose of a cover letter
2. Students will write a cover letter for a job they are seeking
Materials Required: Staff will need their laptop, student folders, outlines and examples of cover
letters for students to look at. Students will need their laptops.
Description: Students will write a cover letter for a job they found that they want to “apply” for
they can use the outline provided if they would like.
Check in: How is everyone doing on a scale of 1-10 with 10 being the best? Where are you at,
do you have any questions about your credits, etc.?
Directions/Activity: Begin by asking the students “What is a cover letter?” or “What is the
purpose of a cover letter?” A cover letter is a short letter that often accompanies a resume when
applying for a job or internship (Pancratz Career Development Center, 2019a). A cover letter is
created to showcase your skills, personality, and explain how you would be a good fit for the
company/position you are applying for (Pancratz Career Development Center, 2019a).
First, we will watch this short video from Indeed called How to Write a Cover Letter.
(https://www.youtube.com/watch?v=hrZSfMly_Ck&ab_channel=Indeed) Then complete the
reading from University of North Dakota Pancratz Career Development Center and highlight
information that you think is important for a cover letter (Pancratz Career Development Center,
2019a).
If the hyperlink is inaccessible, you can find it by Google searching "University of North Dakota
Cover Letter" and click the UND Business link: Cover Letter | Pancratz Career Development
Center | University of North Dakota and then at the bottom of the page, click "Download Cover
Letter Help Packet".
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Activity 7: Letter of Recommendation Request
Objectives:
1. Students will learn about letters of recommendation and how to make formal requests
online and in person
2. Students will practice writing formal thank you letters
Materials Required: Staff will need their laptop, student folders, copies of the College and
Career Research Assignment worksheet. Students will need their laptop, and/or pencil.
Description: Activity 6 will allow students to gain experience in formally asking for letters of
recommendation. Students will use their chosen job from a previous assignment and pretend like
they are going to apply for the job. Using this job, they will tailor their letter of recommendation
requests to highlight skills and abilities of the student that will also be useful on the job. Coursera
and Indeed also have good templates for how to formally asking for a letter of recommendation,
see the references for their website information (Coursera, 2022; Indeed Editorial Team, 2021).
Check in: How is everyone doing on a scale of 1-10 with 10 being the best? Where are you at,
do you have any questions about your credits, etc.?
Directions/Activity: Today we are going to talk about letters of recommendation. When are
letters of recommendations needed? Who are examples of people you can ask? Should you ask
family members to write a letter of recommendation?
Letters of Recommendation are often required when applying to schools, internships or
even jobs. Although some jobs will just ask for references. This is someone that is willing to
speak to your skills and abilities. Oftentimes, an employer will call this person and ask them a
couple questions about you. For this activity we are going to be asking 1-2 staff members at
NECA to write a letter of recommendation for you. The first step is deciding who you want to
ask. Then, we have to think about how we will ask them. Generally, how you ask can vary
greatly as it depends on your relationship with the recommender. For the activity we will be
asking staff formally through an email or letter.
Typically, students do not see their letters of recommendation if they are being filled out
in an online application unless students request a copy of their letter, or the Recommender sends
it to them. Be sure to have students also include a sentence such as: Letters of
recommendation can be shared with me as well as emailed or given to ______ at
your.email@address.com
Once you have received the letter of recommendation back from staff, you will be
instructed to write them a thank you (see last budget activity for an activity outline if needed).
Make this sincere and be sure to personalize it for that staff member.
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Letter of Recommendation Request Outlines
Email outline:
Subject: Letter of Recommendation Request - Your Name
Hello _________,
I hope you have been having a good day so far. I am in the process of applying to ______ (name
of job and/or company) and wanted to ask if you would be willing to write a letter of
recommendation on my behalf. As someone who sees me at school and has gotten to know me as
a person, I believe you can attest to my skills and abilities that are required for the job. Some of
these skills are ______________________ (list skills you want to highlight).
I appreciate you considering my request. My application is due on ____. You can share it with
me and ______ (staff name who is leading senior portfolios) electronically through email or hard
copy. _____ (Staff) email is _________________ (their email address). If you have any
questions or need additional information, please let me know.
Thank you,
Student Name
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Activity 8: Interview Research Activity
Objectives:
1. Learn about common questions in an interview and prepare answers
2. Discover strategies and tips to help students prepare for an interview
Materials Required: Staff will need their laptop, student folders, copies of the Interview
Research worksheet and interview tips handout to give out at the end of the session. Students
will need their laptop, and/or pencil.
Description: Students will conduct research to find out what common interview questions are
and tips on the interview process in order to help prepare themselves for an interview.
Check in: How is everyone doing on a scale of 1-10 with 10 being the best? Where are you at,
do you have any questions about your credits, etc.?
Directions/Activity: Once an employer reviews your resume and cover letter, they will decide if
they want to interview you. When you are given an interview there are many important things to
know. Sometimes interviews are given on the spot, other times interviews will be scheduled.
Regardless of the format, there are a few ground rules you should follow and some questions that
are almost guaranteed to be asked in every interview. This activity will have you searching for
these common questions and tips for a successful interview.
I will share the activity with you on google Docs, please remember to use at least two different
sources throughout the activity and cite them using MLA format.
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Interview Questions and Tips
Directions: Use Google to find out what are some commonly asked questions in an interview
and what are some good interview tips to help you prepare for your upcoming interview. Write 5
down 5 commonly asked questions you wish to prepare. Please use at least 2 sources. NOTE:
This is a 2-part assignment, ask staff before completing Part 2.
Part 1: Based on your research, what questions stood out to you/what are some questions you
want to have prepared before going to an interview?
Question 1:
Answer:

Question 2:
Answer:

Question 3:
Answer:

Question 4:
Answer:

Question 5:
Answer:
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Now use Google to look up different tips to consider when going to an interview. What are some
tips that you will consider when preparing for a job interview?
•

•

•

•

•
One Commonly asked question at the end of an interview is "do you have any questions for me?"
To help you prepare for this, find or think of 3 questions you would ask the person who is
interviewing you.
•

•

List your sources in MLA format (minimum of 2)
•

•
Part 2: To help prepare for your upcoming interview, go back to the first page of the worksheet,
and prepare your answers to the 5 common questions you found. Write your answers in the space
provided under each question.
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Activity 9: Mock Interview
Objectives:
1. Gain experience and practice answering interview questions
Materials Required: Staff will need their laptop, student folders, copies of the Interview
Research worksheet. Students will need their laptop, and/or pencil.
Description: Students will participate in a mock interview with staff acting as the employer.
This will be a low stakes opportunity for students to practice their interview skills using prior
assignments. This is meant to simulate a real interview so students will be encouraged to dress
accordingly or to explain what they would wear to an interview. They will also be evaluated on
their responses and given tips and tricks handout. Staff should take notes on student responses
to each of the questions and provide feedback at the end of the interview.
Check in: How is everyone doing on a scale of 1-10 with 10 being the best? Where are you at,
do you have any questions about your credits, etc.?
Introduction: As we start interviews, I will call you back to my office and the formal interview
will begin. I will do my best to evaluate you as similar to a future employer as possible. I will be
looking for professionalism in your verbal and non-verbal language. While you are waiting for
your interview you can work on any assignments that you have not yet completed, practice
answers, or work on assignments in other classes if you need to get caught up. If you are all done
with your work, you can just chill out. No leaving the room.
Typically, it is a good idea to write the person who interviewed you a thank you letter,
however since this was Ms. Nora, you do not need to write her a thank you letter unless you did
not write a thank you letter to the staff who wrote your letter of recommendation. Generally, you
would email a thank you letter because you want this to be sent within 24 hours of your
interview.
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Interview Outline for staff
Welcome. My name is _________. How are you today? Nice to meet you. I am the hiring
manager at [company]. We at [company] pride ourselves on providing quality customer service
and are looking for people who would be a positive addition to our team. I know this is an
interview, but I want it to feel more like a conversation as I ask you questions.
To get started, tell me about yourself.

What do you know about our company and why do you want to work here?

What skills and strengths will you bring to this position?

What skill is a weakness of yours and how do you plan on strengthening it?

Describe a time you experienced conflict when working in a team and how you resolved the
issue.

Tell me about a time you showed leadership

Tell me about a time where you failed and what you learned from it

How do you manage stress?

Where do you want to see yourself in 5 years?

Do you have any questions for me?
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Activity 10: Final Reflection
Objectives:
1. Students will complete a written assignment to reflect on similarities and differences
between their initial plans and final plans for the first year after high school
Materials Required: Staff will need their laptop, student folders. Students will need their laptop,
and/or pencil.
Description of Session: Students will write a paper reflecting on their plans for the next year.
They will write about various topics that have been covered in the senior portfolio. The paper
requirements are outlined in the instructions below and will also be given to students.
Introduction/Activity: Time is given to you now to work on your senior reflection paper. The
paper must include the following things and must be written in Times New Roman size 12
font and be at least 5 or more paragraphs. Please make sure to indent your paragraphs and
double space your paper.
1. How have your plans for after high school changed since you completed the project?
(Comment on you living environment, transportation, college and work and
entertainment)
2. How have your plans stayed the same? (Comment on you living environment,
transportation, college and/or work, and entertainment)
3. What did you find the most challenging about the portfolio?
4. What was the easiest for you?
5. What are 3 things you learned and will remember as you move on after graduation?
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Activity 11: My Plan After High School
Objective:
1. Have Students organize their final plans and put together and words of wisdom/advice
they have for the students
Materials Required: my plan after high school worksheet
Description: Students will complete this short worksheet to help them organize their thoughts
and plans for after high school. They will also write some words of wisdom or advice that they
have for other students who are trying to accomplish the same goal: to graduate. Students will
use this outline and share their advice with other students at their celebration.
Check In: How is everyone doing on a scale of 1-10 with 10 being the best? How do you feel
about graduation coming up soon/being doing with school?
Introduction: For our last activity, you will be writing down what your plan is after high school.
You will write down how you will achieve this goal, the first thing you need to do, the next step,
and then other things that need to get down in order to achieve this goal. Then you will write
down your words of wisdom. You will then use this sheet to share with the school
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My Plan After High School
Goal: ________________________________________________________________________
_____________________________________________________________________________
How I will Achieve this goal: _____________________________________________________
_____________________________________________________________________________
The first thing I need to do is: _____________________________________________________
______________________________________________________________________________
Other steps I will need to take in order to achieve this goal: ______________________________
______________________________________________________________________________
______________________________________________________________________________
5 other things I hope to do in the next year (with timelines):
1.

_______________________________________________________________________

2. ________________________________________________________________________
3. ________________________________________________________________________
4. ________________________________________________________________________
5. ________________________________________________________________________

My words of wisdom: ___________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
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Putting It All Together
Now that students have done all this work it's time to put it all together and make the actual
portfolio! The portfolio will have 3 sections: Senior portfolio, worksheets, and important
resources. The first part is your actual professional portfolio where your introduction, final plan
for next year, resume, cover letter, letters of recommendation and formal request, and reflection
paper will go. The Second part is where all worksheets will go, and the third part is where all
important resources and handouts go. This includes job and interview tips, resume and cover
letter tips, and others.
Have physical copies of the Table of Contents page, and any handouts (Resume Tips, Cover
Letter Tips, Job Interview Tips) available in case students have lost theirs.
Once the activities are in order, students can come get a portfolio cover and bind it all together.
Order of activities:
1.
2.
3.
4.
5.
6.
7.

Cover page
Table of Contents
Introduction
Final Plan for Next Year
Resume
Cover Letter
Letters of Recommendation (Email request and then the letter from staff - if received
back)
8. Reflection Paper
9. Reality Check
10. Career Interest Questionnaire Worksheet
11. College and Career Search
12. Interview Questions and Tips
13. Resume Tips (Information Sheet and Action Verbs)
14. Cover Letter Tips
15. Job Interview Tips
16. Review of Your Mock Interview
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Senior Portfolio .25
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Activity 1: Minnesota Reality Check and Intro to Senior Portfolios
Objectives:
1. Learn about senior portfolios
2. Gain perspective of how much their ideal lifestyle will cost
3. Students will complete pre/post assessment
Materials required: Staff will need student folders, Senior portfolio binder, printed copies of
pre/post assessment and copies of the Minnesota (MN) Reality Check Worksheet. Students will
need their laptop and a pencil.
Description: In this session we will start with welcoming seniors, introduce senior portfolios,
help students set up a folder for their senior portfolio, have students complete the pre/post
assessment, and have students start the Reality Check worksheet.
Check-in: On a scale of 1-10 10 being the best, how are you feeling today, how come? Where
are you at, do you have any questions about your credits, etc.?
Directions/Activity: Senior portfolios are a senior project that every student at this ALC must
complete in order to graduate. Senior portfolios are worth .125 or .25 credit of either elective or
English Language Arts (ELA) depending on what the student needs. The majority of activities
for the portfolio will include a few activities where your laptop is required so, please bring it to
each meeting.
The portfolio is created through a bunch of different activities that will be a mix of paper
worksheets and online work using Google Drive. First, we will start by setting up a folder in
your google drive. To do this go to your google drive, click new, click folder. If you would like
to complete the portfolio solely online, let me know and I will share all the worksheets with you,
and we will print your portfolio at the end. You each will have a physical folder with your name
on it to keep track of all your papers.
Today we have 2 things for you to complete after I introduce the senior portfolios. The
first thing is a short assessment that you will complete now and again at the end of the senior
portfolio. This is for my purposes only to see how you have grown throughout the senior
portfolio process. It will not affect your grade! The next thing is an activity for today called
“Minnesota Reality Check”. This will require your computers. Before you complete the reality
check, answer the first 3 questions on the worksheet, then follow the directions.
Work time - When students are finished with the assessment and the reality check, they can put
it in their folder and turn them in.
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Minnesota Reality Check Worksheet
What kind of career are you hoping to start after high school?
What type of additional education is required for this job? (Certificate, license, associate,
bachelors, masters, doctorate).
Why do you want this career?
Directions:
5. Go to https://www.minnstate.edu/careerexploration/realitytool.html or google “MN
Reality Check”
6. click the first link named “Reality Check Tool - Minnesota State Colleges and
Universities”
7. click “start” to complete the reality check. Do not click “start with a career” even if you
already have a career in mind.
8. It may take a time to load, once loaded click the options that best suit your ideal lifestyle
(not just next year).
Towards the end click a career cluster you are interested in if you are unsure you can pick “I
don’t know”. Keep in mind the careers are not all inclusive. If you don’t see the career or job you
are interested in, come talk to me.
After completing the reality check answer the questions below:
7. My lifestyle will cost: ______________ (record the annual cost)

8. Careers in that salary range that I might be interested in:
Career

Salary

1.

$

2.

$

3.

$

9. The career I want typically pays: ______________________
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10. Can you afford your lifestyle with your job/career’s typical pay?
NO

YES

11. I am willing to change these things about the lifestyle I want:
•
•
•
12. Things I need to do in order to afford my ideal lifestyle:
•
•
•
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Activity 2: Career Interest Questionnaire Worksheet
Objectives:
1. Complete a career inventory to learn about careers that match their interests and explore
different job/career options are available to them
2. Learn about interests they have and how it can be incorporated into a job they enjoy.
Materials Required: Staff will need their laptop, student folders, copies of Career Interest
Questionnaire Worksheet Students will need their laptop, and/or pencil.
Description: This session will use O*NET's My Next Move program. The students will
complete the O*NET career inventory online and then explore jobs they are interested in and
match their results from the short career inventory. Students will then pick one career and learn
more about it by answering questions on the worksheet.
Check in: How is everyone doing on a scale of 1-10 with 10 being the best? Where are you at,
do you have any questions about your credits, etc.?
Directions/Activity: Is anyone familiar with or heard of O*NET? O*NET stands for
Occupational Information Network and it is a database that contains information and descriptions
of over 1,000 jobs (O*NET, 2022).
The career interest inventory is a questionnaire that gathers your interests in 6 different
categories. Realistic, Investigative, Artistic, Social, Enterprising, and Conventions. Based on the
results from the questionnaire, you will then explore different careers that are based on your likes
and the amount of preparation you want the job to have (also known as Job Zones). You will
record your scores and read about the 5 different job zones. Then pick one job/career of interest
to fill out the rest of the worksheet.
Work Time: To start the activity google O*NET Interest Test and click the first link or go to
https://www.mynextmove.org/explore/ip and click Next. Follow the directions and complete the
questionnaire.
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Career Interest Questionnaire Worksheet
Name: ________________________________________

Date: ______________________

Finding a career that you like will help make work more enjoyable. Complete the Career
Interest Inventory online. Once you have finished, fill in your results for the following
categories and then answer the questions below
Realistic __________Investigate __________Artistic __________
Social __________Enterprising __________Conventions __________
Now look at the 6 interests and write a short definition for each one.
Realistic: _____________________________________________________________________
Investigate: ____________________________________________________________________
Artistic: ______________________________________________________________________
Social: _______________________________________________________________________
Enterprising: ___________________________________________________________________
Conventions: __________________________________________________________________
Read about the different job zones and write down the definition or description of all 5 job
zones. Then check which job zone you are interested (mark no more than 2).
Job Zone One __________________________________________________________________
Job Zone Two _________________________________________________________________
Job Zone Three ________________________________________________________________
Job Zone Four _________________________________________________________________
Job Zone Five __________________________________________________________________
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Based on the list provided, what are 5 Careers you can see yourself doing? What job zone
are they in?
1. ____________________________________________________
2. ____________________________________________________
3. ____________________________________________________
4. ____________________________________________________
5. ____________________________________________________
Select one of the careers from above to learn about more in depth and answer the next set
of questions.
Name of Chosen Career: ____________________________________________
Job description:
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
What are some on the job tasks involved with this job?
____________________________________________________________________________
____________________________________________________________________________
What are the skills required for this job?
____________________________________________________________________________
____________________________________________________________________________
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What are the abilities required for this job?
____________________________________________________________________________
____________________________________________________________________________
What personality characteristics would best fit this job?
____________________________________________________________________________
____________________________________________________________________________
What type of technology is required for the job?
____________________________________________________________________________
____________________________________________________________________________
What education level is typically needed?
____________________________________________________________________________
What is the job outlook for Minnesota? ____________________________
What is the highest salary? _____________________________
What is the average salary? ____________________________
What is the lowest salary? ____________________________
Can you see yourself pursuing this career? ___________
Could you support your lifestyle with this career? _________
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Activity 3: College and Career Research Assignment
Objectives:
3. Students will pick a career and start to develop a plan for how to achieve it
4. Students will learn about different routes for achieving the job/career they desire
Materials Required: Staff will need their laptop, student folders, copies of the College and
Career Research Assignment worksheet. Students will need their laptop, and/or pencil.
Description: This activity will allow students to pick one job/career of interest and explore the
different paths to becoming a person in the field they choose. This activity considers jobs that
require more school and ones that don’t by having students look at colleges, current job
openings, and exploring different companies they could see themselves working for.
Check in: How is everyone doing on a scale of 1-10 with 10 being the best? Where are you at,
do you have any questions about your credits, etc?
Directions/Activity: Today’s activity is working off of the previous activity. So if you realized
after last activity that you can’t see yourself doing the job you picked in the last activity you can
use O*NET again to look for a different job that suits your interests.
• Google “ONET Career Test” or “ONET Interest profiler” → click the first link → click
“Enter Scores” to get your careers list. Link: https://www.mynextmove.org/explore/ip
OR
• Google “ONET” → click “ONET OnLine” → in the upper right corner under
“Occupational Quick search” you can type in your desired occupation and explore. Link:
https://www.onetonline.org/
Once you have found a job and read about it you will answer the following questions. If
your career only requires on the job training then you can skip ahead to where it says STOP!
Otherwise if it requires any education, including license and certificate you must complete the
education portion of the worksheet.
Keep in mind that some jobs have varying amounts of education for example, sometimes
a job might be a level 4 job zone but some people that do it might just have an associate degree
and have worked their way up. ONET will tell you things like this under the Education heading.
So do not eliminate a career just because it looks like there is more preparation than you are
willing to do. Explore the career and pathways before you decide it’s not for you.
Work Time: If students do not finish can continue with this activity in the next meeting, as
typically there will be a workday the following week to catch up on activities 1-3.

73

College and Career Research Assignment
After you have completed the Career Interest Questionnaire Worksheet. Answer the
following questions:
What is the job you are hoping to have after high school? What job zone was the job/career you
chose? (If you did not initially choose the job/career you want you can look it up)
Job: ________________________________________________ Zone: _________________
Describe the preparation needed for this job. (License, certificate, on the job training, college…)
____________________________________________________________________________
____________________________________________________________________________
Is more education after high school required? (Trade school, tech school, college degree, any
type of additional education)
YES

NO

If yes to the question above, answer the questions below. If no higher education is required,
skip until you see the STOP.
What are 3 potential schools that you could see yourself attending that offer the program or
classes needed for the job?
1. ______________________________________________________
2. ______________________________________________________
3. ______________________________________________________
Pick the school you would most like to attend and answer the following questions
1. How much extra schooling is required/what does the schooling path look like or how many
credits do you need? Ex: 2 years of college and 1 internship or 120 Credits
____________________________________________________________________________
____________________________________________________________________________
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____________________________________________________________________________
2. What are the Pros and cons about going to this college?
Pros

Cons

3. Do you think this college would be a good fit for you? Why or why not?
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
STOP!
Continue here if your job/career does not require additional education!
Look up a company you would like to start working for or find a job on www.indeed.com
and answer the following questions.
1. What job did you find/what company did you choose, and how much does the job pay?
____________________________________________________________________________
2. What is the mission, vision, and/or goal of this company?
____________________________________________________________________________
____________________________________________________________________________
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___________________________________________________________________________
3. What are the pros and cons about this job/company?
Pros

Cons

4. Would you take a job with this company? Why or why not?
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
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Activity 4: Introduction and Cover Page
Objectives:
3. Students will pick a career and start to develop a plan for how to achieve it
4. Students will learn about different routes for achieving the job/career they desire
Materials Required: Staff will need their laptop, student folders, and examples for students to
look at. Students will need their laptop, and/or pencil.
Description: This is a short session that students can complete whenever they have time or at the
very end. Students are expected to write a short paragraph about themselves introducing
themselves in their senior portfolio. They will also create a cover page for their senior portfolio.
Students can add designs and color, getting as creative as they would like.
Check in: How is everyone doing on a scale of 1-10 with 10 being the best? Where are you at,
do you have any questions about your credits, etc.?
Directions/Activity: This is a shorter activity that involves creating the first two pages of the
portfolio. The cover page and your introduction. The cover page must have your name, North
Education Center Academy, and Senior Portfolio 2022 somewhere on the page. You can get
creative by adding backgrounds, designs, and you can use different fonts as long as the font is
legible, and images are school appropriate.
The Introduction will be a short paragraph of at least 6 sentences. The purpose is to
introduce yourself to the reader. Tell them about yourself, where you are from, family, hobbies,
interests, future goals, and more. There is also an outline available of what to include. Try and
expand on your answers to the prompts.
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Activity 5: Resume
Objectives:
2. Students will learn about resume writing in order to compose their own resume
Materials Required: Staff will need their laptop, student folders, and examples of resumes for
students to look at. Students will need their laptop.
Description: Students will learn about resumes and resume writing in order to create their own
resume either from scratch or revamp a current resume they have.
Check in: How is everyone doing on a scale of 1-10 with 10 being the best? Where are you at,
do you have any questions about your credits, etc.?
Directions/Activity: How many of you have created a resume before? How many of you are
familiar with resumes? Today we are going to talk about resume writing and the dos and don’ts
of writing a resume. Who knows when resumes are needed or why they are important? Resumes
are needed for applying to jobs and internships. It is important to keep them updated, and make
sure you are concise and to the point. It is also important to use strong action words when
describing the various tasks your job entails (Pancratz Career Development Center, 2019).
Reading of UND Pancratz Career Development Center Resume Guide - staff can pick
how this is completed, students can read over individually and highlight key points, sections can
be assigned then shared, or the class can go over it all together with the staff outlining key points
(Pancratz Career Development Center, 2019).
If the hyperlink is inaccessible, you can find it by Google searching "University of North
Dakota Resume" and click the UND Business link: Resumes | Pancratz Career Development
Center and then at the bottom of the page, click download Resume Help Packet.
Work Time: To get started, open your laptops, and go to Google Drive. Then on the left side of
the screen click New, find Documents, and click the “>”, then click “From a Template”. This
should then open another tab with the template gallery. Find resumes and click one that you like.
There are many different examples of resumes online, as well as examples here.

78

Activity 6: Budget Project
Objective:
1. Simulate real-life expenses as students prepare to live on their own
Materials: Staff will need their laptop to share activities and student folders. Students will need
their laptop, and/or pencil.
Use the Budget Project Outline for further explanations of budget project specific activities or
activities 4-9 in this Senior Portfolio Outline.
Description: The budget project is a first year out of high school simulation project. It has 2
parts to it, the first part involves finding a job and job application process. This part includes
activities 7 through 9 along with editing resumes for a specific job. The second part of the job is
budgeting. Students will learn they get the job and learn how to budget based on the pay they are
receiving.
Introduction: The project is meant to simulate the first year out of high school. There are 2 parts
to this project. The first part is all about employment. It will include activities that get you
thinking about what job you will want to do next year. The second part of the project will include
budgeting for your first year out of high school. This portion will utilize a spreadsheet budget
template where students will budget month by month for the next year.
The following is the intro page for students if they would like a copy of the list of activities.
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Senior Budget Project
Welcome! After completing the first 5 activities from the senior portfolio (Reality Check,
Career Interest Questionnaire, College and Career Search, Introduction, Cover Page, and
Resume), you will now start the budget project. This project is meant to simulate the first
year out of high school. There are 2 parts to this project. The first part is all about
employment. It will include activities that get you thinking about what job you will want to
do next year. The second part of the project will include budgeting for your first year out of
high school. This portion will utilize a spreadsheet budget template where students will
budget month by month for the next year.

Budget Project Activities
Activity 1

Initial Plan

Activity 2

Job Hunt

Activity 3

Cover letter (From Activity 6) Resumes - make edits/tailor to job

Activity 4

Letter of Recommendation (From Activity 7)

Activity 5

Common Interview Questions and Tips (From Activity 8)

Activity 6

Mock Interviews (From Activity 9)

Activity 7

Budget Planning Worksheet

Activity 8

Budget Spreadsheet

Activity 9

Final Reflection Paper

Activity 10

Thank You Notes
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Initial Plan
Objective:
1. Brainstorm what their plan is as of now (before the budget project), this will also be used
later as students complete their final reflection
Materials: Staff will need their laptop to share activities and student folders. Students will need
their laptop, and/or pencil.
Description: The initial plan is to get students brainstorming about four major areas of what they
want their life to be like next year. These areas are living, transportation, college and work, and
entertainment. Students are asked to write a short paragraph about the four areas and are able to
copy the prompts below. Students can add additional information about next year as well if they
want.
Introduction/Directions: To kick off the budget project I want you to write about what you
want/think will happen next year regarding your living situation, transportation, college or work,
and what you will do for fun that is school appropriate. Write a short paragraph about this, you
can use the prompts provided.
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Initial Plan
There are a few things you need to consider before you start looking for jobs. For example, will
you be going to school? If you choose to go to school, it will affect the amount of time you are
able to work. Other things you will need to consider along the way are family expenses,
transportation, housing, and more. Please write a short paper/paragraph. You may use the
following prompts to get you started.
Living - Where will you live?
After high school I plan on living _________________________
Transportation - how will you get to and from?
To get around I will __________________________
College and work - After high school will you go to college or work or both?
I plan on going to college to study _______________________
I will get a job at ___________________________. I will work ______ hours per week.
Entertainment (school appropriate) - What will you do in your spare time?
For fun I will ___________________________

______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
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Job Hunt
Objective:
1. To compare job parameters of various jobs
Materials: Staff will need copies of the job hunt printed and student folders. Students will need
their laptop, and a pencil.
Description: This activity is meant to teach students about job parameters, and help students
learn what they want in a job and other things that come with a job other than pay. Students will
fill out the first chart without looking at a specific job. Then fill out the second chart with the
information provided about the job they will “apply for” and use for the budgeting portion of the
project.
Introduction/Directions: The next step is to find a job. First read the short introduction to the
activity provided to you. Fill out your job parameters without looking at a job posting. This is
sort of like the bare minimum; for example, you will not accept a job unless it pays more than
$15/hour, working full time Monday-Friday, 9-5, and has health benefits. Then using google find
a job that you could see yourself doing next year/as soon as you have graduated. This might not
be your career or your dream job, but that is okay.
The job you choose to “apply for” will be used for the rest of the project!
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Job Hunt
When looking for a job there are many things to consider. Below are just a couple things to
consider. When looking at a job posting it is important that you read about it to not only make
sure you are qualified but also to make sure it is a job that you want. Many times, in a job
posting the pay will not be listed however, you can do some research to figure out what the
salary or hourly pay is then decide what you think would be a fair wage.
These are your parameters - meaning you want the job you are applying for to include this:
Job Parameters
Job Title
Desired pay (do research to
figure out a reasonable pay)

▢ per hour

$

▢ In person

Location
Work Schedule (how many
days a week?)
Hours per day
Health Benefits Included?

▢ YES

▢ NO

Job Type

▢ Full time

▢ Part time

Other Notes:
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▢ salary

▢ Remote

The job I will apply for:
Job Description
Job Title
Pay (if listed, if not listed take the
average)

▢ per hour

$

▢ salary

▢ In person

Location
Remote
Work Schedule (how many days a
week?)
Hours per day
Benefits Included

▢ YES

▢ NO

Job Type

▢ Full time

▢ Part time

Other Notes:
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▢

Cover Letter (From Activity 6)
Objectives:
1. Students will understand the purpose of a cover letter
2. Students will write a cover letter for a job they are seeking
Materials Required: Staff will need their laptop, student folders, outlines and examples of cover
letters for students to look at. Students will need their laptops.
Description: Students will write a cover letter for a job they found that they want to “apply” for
they can use the outline provided if they would like.
Introduction/Directions: Begin by asking the students “What is a cover letter?” or “What is the
purpose of a cover letter?” A cover letter is a short letter that often accompanies a resume when
applying for a job or internship (Pancratz Career Development Center, 2019a). A cover letter is
created to showcase your skills, personality, and explain how you would be a good fit for the
company/position you are applying for (Pancratz Career Development Center, 2019a).
First, we will watch this short video from Indeed called How to Write a Cover Letter.
(https://www.youtube.com/watch?v=hrZSfMly_Ck&ab_channel=Indeed) Then complete the
reading from University of North Dakota's Pancratz Career Development Center about cover
letters and highlight information that you think is important for a cover letter (Pancratz Career
Development Center, 2019a).
If the hyperlink is inaccessible, you can find it by Google searching "University of North Dakota
Cover Letter" and click the UND Business link: Cover Letter | Pancratz Career Development
Center | University of North Dakota and then at the bottom of the page, click "Download Cover
Letter Help Packet".
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Letter of Recommendation Request (From Activity 7)
Objectives:
1. Students will learn about letters of recommendation and how to make formal requests
online and in person
2. Students will practice writing formal thank you letters
Materials Required: Staff will need their laptop, student folders, copies of the College and
Career Research Assignment worksheet. Students will need their laptop, and/or pencil.
Description: Activity 6 will allow students to gain experience in formally asking for letters of
recommendation. Students will use their chosen job from a previous assignment and pretend like
they are going to apply for the job. Using this job, they will tailor their letter of recommendation
requests to highlight skills and abilities of the student that will also be useful on the job. Coursera
and Indeed also have good templates for how to formally asking for a letter of recommendation,
see the references for their website information (Coursera, 2022; Indeed Editorial Team, 2021).
Check in: How is everyone doing on a scale of 1-10 with 10 being the best? Where are you at,
do you have any questions about your credits, etc?
Introduction/Directions: Today we are going to talk about letters of recommendation. When are
letters of recommendations needed? Who are examples of people you can ask? Should you ask
family members to write a letter of recommendation?
Letters of Recommendation are often required when applying to schools, internships or
even jobs. Although some jobs will just ask for references. This is someone that is willing to
speak to your skills and abilities. Oftentimes, an employer will call this person and ask them a
couple questions about you. For this activity we are going to be asking 1-2 staff members at
NECA to write a letter of recommendation for you. The first step is deciding who you want to
ask. Then, we have to think about how we will ask them. Generally, how you ask can vary
greatly as it depends on your relationship with the recommender. For the activity we will be
asking staff formally through an email or letter.
Typically, students do not see their letters of recommendation if they are being filled out
in an online application unless students request a copy of their letter, or the Recommender sends
it to them. Be sure to have students also include a sentence such as: Letters of
recommendation can be shared with me as well as emailed or given to ______ at
your.email@address.com
Once you have received the letter of recommendation back from staff, you will be
instructed to write them a thank you letter (see activity description). Make this sincere and be
sure to personalize it for that staff member.
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Letter of Recommendation Request Outlines
Email outline:
Subject: Letter of Recommendation Request - Your Name
Hello _________,
I hope you have been having a good day so far. I am in the process of applying to ______ (name
of job and/or company) and wanted to ask if you would be willing to write a letter of
recommendation on my behalf. As someone who sees me at school and has gotten to know me as
a person, I believe you can attest to my skills and abilities that are required for the job. Some of
these skills are ______________________ (list skills you want to highlight).
I appreciate you considering my request. My application is due on ____ (date is typically last
day of the quarter). You can share it with me and ______ (staff name who is leading senior
portfolios) online or hard copy. If you have any questions or need additional information, please
let me know.
Thank you,
Student Name
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Interview Research Activity (From Activity 8)
Objectives:
1. Learn about common questions in an interview and prepare answers
2. Discover strategies and tips to help students prepare for an interview
Materials Required: Staff will need their laptop, student folders, copies of the Interview
Research worksheet and interview tips handout to give out at the end of the session. Students
will need their laptop, and/or pencil.
Description: Students will conduct research to find out what common interview questions are
and tips on the interview process in order to help prepare themselves for an interview.
Introduction/Directions: Once an employer reviews your resume and cover letter, they will
decide if they want to interview you. When you are given an interview there are many important
things to know. Sometimes interviews are given on the spot, other times interviews will be
scheduled. Regardless of the format, there are a few ground rules you should follow and some
questions that are almost guaranteed to be asked in every interview. This activity will have you
searching for these common questions and tips for a successful interview.
I will share the activity with you on google Docs, please remember to use at least two different
sources throughout the activity and cite them using MLA format.
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Interview Questions and Tips
Directions: Use Google to find out what are some commonly asked questions in an interview
and what are some good interview tips to help you prepare for your upcoming interview Please
use at least 2 sources. NOTE: This is a 2-part assignment, ask staff before completing Part 2.
Part 1: Based on your research, what questions stood out to you/what are some questions you
want to have prepared before going to an interview?
1.
Answer:

2.
Answer:

3.
Answer:

4.
Answer:

5.
Answer:
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Now use Google to look up different tips to consider when going to an interview. What are some
tips that you will consider when preparing for a job interview?
•

•

•

•

•
One Commonly asked question at the end of an interview is "do you have any questions for me?"
To help you prepare for this, find or think of 3 questions you would ask the person who is
interviewing you.
•

•
List your sources in MLA format (minimum of 2)
•

•
Part 2: To help prepare for your upcoming interview, go back to the first page of the worksheet,
and prepare your answers to the 5 common questions you found. Write your answers in the space
provided under each question.
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Mock Interviews (From Activity 9)
Objectives:
1. Gain experience and practice answering interview questions
Materials Required: Staff will need their laptop, student folders, copies of the Interview
Research worksheet. Students will need their laptop, and/or pencil.
Description: Students will participate in a mock interview with staff acting as the employer.
This will be a low stakes opportunity for students to practice their interview skills using prior
assignments. This is meant to simulate a real interview so students will be encouraged to dress
accordingly or to explain what they would wear to an interview. They will also be evaluated on
their responses and given tips and tricks handout. Staff should take notes on student responses
to each of the questions and provide feedback at the end of the interview.
Check in: How is everyone doing on a scale of 1-10 with 10 being the best? Where are you at,
do you have any questions about your credits, etc.?
Introduction: As we start interviews, I will call you back to my office and the formal interview
will begin. I will do my best to evaluate you as similar to a future employer as possible. I will be
looking for professionalism in your verbal and non-verbal language. While you are waiting for
your interview you can work on any assignments that you have not yet completed, practice
answers, or work on assignments in other classes if you need to get caught up. If you are all done
with your work, you can just chill out. No leaving the room.
Typically, it is a good idea to write the person who interviewed you a thank you letter,
however since this was Ms. Nora, you do not need to write her a thank you letter unless you did
not write a thank you letter to the staff who wrote your letter of recommendation. Generally, you
would email a thank you letter because you want this to be sent within 24 hours of your
interview.
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Interview Outline for staff
Welcome. My name is _________. How are you today? Nice to meet you. I am the hiring
manager at [company]. We at [company] pride ourselves on providing quality customer service
and are looking for people who would be a positive addition to our team. I know this is an
interview, but I want it to feel more like a conversation as I ask you questions.
To get started, tell me about yourself.

What do you know about our company and why do you want to work here?

What skills and strengths will you bring to this position?

What skill is a weakness of yours and how do you plan on strengthening it?

Describe a time you experienced conflict when working in a team and how you resolved the
issue.

Tell me about a time you showed leadership

Tell me about a time where you failed and what you learned from it

How do you manage stress?

Where do you want to see yourself in 5 years?

Do you have any questions for me?
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Budget Planning Worksheet
Objectives:
1. Learn about common expenses and how to budget for them
Materials Required: Staff will need their laptop, student folders, copies of the Budget Planning
Worksheet. Students will need their laptop and a pencil.
Description: This worksheet has students evaluate their income and common expenses.
Expenses are broken down by various categories and have students figure out average costs of
various bills as well as explore different things such as rent and car payments.
Introduction/Directions: The Budget Planning Worksheet might look intimidating, but it will
guide you through some very common expenses. If you are unsure about anything, please ask!
The budget sheet aligns with the spreadsheets so this will be your guide as you begin to budget!
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Budget Planning Worksheet
Name: __________________________________
Directions: This activity will help guide you as you start budgeting. Follow the directions to
figure out your monthly income and then based on the choices you make.
Income: Congratulations! You got the job!
You will use the income from the job you applied and interviewed for. Are you working parttime or full time? If part time - fill in with the number of hours you would like to work weekly,
this cannot be higher than 32 hours a week.
Full time: 40 hours X your wage = ________________ weekly
Part time ____ hours X your wage = ________________ weekly
Monthly income: weekly total X 4 = _______________
OR if you have a salary divide by 12: _______________ /12 = _______________
Taxes: Net income (after taxes): __monthly total__ x 0.85 = _____________ (this is your
monthly income assuming you get paid twice a month or every 15 days)
Savings
1. Emergency Fund: You must save $1000 over the course of the year. To figure out
how much it is monthly: 1000/12 = ____________
2. Your choice. You may save up for a car, trip, concert, or something else.
Goal: ______________________

Amount _______________ Months _________

$_____________ = $ ___________ per month
Expenses:
• Rent
Where are you going to live?
Live at home
or
Live on your
own
o If you are planning on getting your own place, you will need to go to
apartments.com or other sources to find an apartment that you can afford. Record
the monthly rent below. If you want to have a roommate (max 2) then divide your
rent cost by the number of people living in the home before writing down the
number. If you live at home, you may put $0 for rent and utilities
o Rent on an apartment $ __________________ (Divide by number of
roommates. Maximum of 2 people per bedroom)
o
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§
§
§
•

Utilities: $135 living alone or $80 if you have a roommate
Internet: $20.00/month with Xfinity (Minneapolis area only)
Cable / Netflix / Hulu $ __________

Food
Groceries $300 per month - if you receive assistance, you can skip this one
Eating out (restaurants, Starbucks, 7-11) $_____________
Transportation
o Own a car
or
take the bus
o Buss pass: explore https://www.metrotransit.org/passes to find what bus pass is
right for you.
o Car: If you don’t have a car but would like to get one, you can look for cars on
carvana.com or other auto sales sites. Generally, a monthly payment is listed,
record that number under car payment.
§ Car Payment $ __________
o Car Insurance - this varies depending on your car and type of coverage. For this
assignment we will say it is $1000 a year.
§ $1000/12 = $_____________
o Gas $_____________
o License & Registration - A YEARLY EXPENSE - you MUST pay this in full,
you cannot make this payment monthly!
§ If your car is 2013 or older: $62.50
§ If your car is newer than 2014: $200.00
o Maintenance Fund - it would be a good idea to set aside some money each
month for car maintenance, but it is not required $ __________
*If you already have a car, you can keep it and fill out the budget according to the
car you have!
Personal
o Clothing $ __________
o Health Insurance $100
o Personal Care (Shampoo, toothpaste Haircuts, etc.) $ _______
Family
o If you have a child, estimate about $300 per month for clothing, food, diapers, etc.
If this is inaccurate for you, talk to me.
o If you think you will be using childcare use the handout provided to figure out
how much childcare is for you or skip this if you receive assistance. It is based on
what county the childcare is in, and home daycare vs childcare center. You can
also use this link to access the most recent childcare rates:
https://www.familiesfirstmn.org/wp-content/uploads/2021-Market-RateSurvey.pdf
o
o

•

•

•

•

Other
o
o
o
o
o

Cell phone $ ______
Travel $ _______
________________________________
________________________________
________________________________
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$ __________
$ __________
$ __________

•

Entertainment
o Going out $ _________

Checking
• If you already have a checking account, you can use that amount as your starting balance.
• If you don’t have a checking account, your starting balance is zero
Savings
• This is where you are going to put your Pay Yourself First money.
• If you already have a savings account, you can use that amount as your starting balance.
• If you don’t have a savings account, your starting balance is zero.
College – We are going to assume that Financial Aid covers the cost of tuition and books.
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Budget Spreadsheet
Objective:
1. Students will learn to use a spreadsheet to help keep track of finances
Description: Students will learn how to use a spreadsheet to manage their finances/budget. This
is a month-by-month budget and already has most of the formulas entered. Students will see how
much money is left over at the end of the month.
Introduction: Before starting the budget spreadsheet watch this video by Investopedia called
“How To Build A Budget” (https://www.youtube.com/watch?v=Hnf5BRh5bdg&t=5s) use the
Frayer Model for important vocabulary words such as net income, revenue, expenses (fixed and
variable), and net loss (Investopedia, 2013).
Directions: Your job will be to use the numbers from the planning worksheet to create a budget
for each month. You will budget for the next year to see if you can financially make it with your
planning. You will use your job as income.
Some things to keep in mind:
• If you go to school full time you cannot also work full time.
• Typically, a paycheck comes twice a month, so they do not have all their income for a
month in the beginning, it is spread out.
• Bills will occur at different times of the month ex: gas, rent, utilities, groceries, cell
phone, car payments and more.
Students can choose if they want to complete this on paper first or on Google Sheets. Even if
students complete on paper first, they will be required to transfer their work to Google Sheets to
gain experience working in spreadsheets.
Once students have finished this on Google Drive, staff will print it off and they can add it to
their physical folder.
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Budget Reflection Paper
Objective:
1. Students will complete a written assignment to reflect on similarities and differences
between their initial plans and final plans for the first year after high school
Materials: students will need their laptop and an electronic or hard copy of paper outline
Description: Students will write a reflective paper about their experience with budgeting and
with the senior class. Students are expected to reflect on the 6 items listed in the directions and
are to adhere to the formatting as directed.
Introduction/Directions: Congratulations, you made it through the project and portfolio. Now
write a reflection paper evaluating the following things:
1. How have your plans for after high school changed since you completed the project?
(Comment on you living environment, transportation, college and work and
entertainment)
2. How have your plans stayed the same? (Comment on you living environment,
transportation, college and/or work, and entertainment)
3. What did you find the most challenging about the portfolio?
4. What was the easiest for you?
5. What have you learned about budgeting?
6. What are 3 things you learned and will remember as you move on after graduation?
Must use Times New Roman size 12 font and be at least 5+ paragraphs. Make sure to
indent your paragraphs and double space your paper.
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Thank You Notes
Objective:
1. Students will practice professional thank you note writing
Materials: Thank you notes - provided from staff or hand made by student, scratch paper to
practice writing and spelling if students desire.
Description: This activity is meant to provide students with practice writing professionally in
the form of a thank you note. Writing thank you notes can occur whenever students get a chance,
however they should be written in a timely manner. For this project, if a student is busy
completing other work/activities or needs to catch up, they can be completed on a workday.
Introduction/Directions: Typically, after an interview it is a good idea to email your interviewer
a thank you. Another common professional thank you note is after someone has written you a
letter of recommendation. Since I interviewed you, you will write a thank you to the staff you
chose to get a letter of recommendation from. As you get those letters of recommendation back,
you will be expected to write them a professional thank you note.
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Putting It All Together
Now that students have done all this work it's time to put it all together and make the actual
portfolio! The portfolio will have 3 sections: Senior portfolio, worksheets, and important
resources. The first part is your actual professional portfolio where your introduction, final plan
for next year, resume, cover letter, letters of recommendation and formal request, and reflection
paper will go. The Second part is where all worksheets will go, and the third part is where all
important resources and handouts go. This includes job and interview tips, resume and cover
letter tips, and others.
Have physical copies of the Table of Contents page, and any handouts (Resume Tips, Cover
Letter Tips, Job Interview Tips) available in case students have lost theirs.
Once the activities are in order, students can come get a portfolio cover and bind it all together.
Order of activities:
1.
2.
3.
4.
5.
6.
7.

Cover page
Table of Contents
Introduction
Final Plan for Next Year
Resume
Cover Letter
Letters of Recommendation (Email request and then the letter from staff - if received
back)
8. Reflection Paper
9. Reality Check
10. Career Interest Questionnaire Worksheet
11. College and Career Search
12. Interview Questions and Tips
13. Budget Project Worksheets (Frayer Model, Initial Plan, Job Hunt, Budget Planning
Worksheet, Budget Spreadsheet)
14. Resume Tips (Information Sheet and Action Verbs)
15. Cover Letter Tips
16. Job Interview Tips
17. Review of Your Mock Interview
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Extra Activities
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Extra Activities Introduction
Extra Activities are flexible activities that can be used in a senior portfolio if there is
time. Depending on students' pace throughout the portfolio certain activities may need to be cut
out from the portfolio or additional activities may need to be added. For example, students in the
graduate meeting may not have enough time to complete mock interview but could write a letter
to a future student instead. Another example: students in the graduation class may need more
activities to do especially if the quarter is 5 weeks long. During the last week of the quarter
students can complete both of the extra activities if this is the case.
In this portfolio there are two extra activities: a letter to yourself or a future student and creating
a vision board. Currently, the letter is given as a choice where students can choose who they
want to write to: themselves or a future student. However, this can be flexible as well and staff
can choose for the students or can leave it as an option. The next few pages are staff directions
and student directions for the two activities.
Extra Activity use is to be determined by staff discretion only.
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Extra Activity: Letter to yourself or Letter to a future student
Objective:
1. Students will learn about letter writing and practice addressing an envelope
Materials: Students will need their laptop and either electronic or hard copy of the outline of the
letter they choose, envelops
Description: Students will pick which letter they would like to write. After their letter is written
they can send it to staff to get printed. They will then get an envelope and stamps and students
will address the envelope to their self or “Future Student”. Letters to themselves will be given to
them on graduation or mailed to them after graduation.
There is also another well written template for a letter to yourself from Konawaena High School
(please see reference).
Directions:
Letter to future ALC Student
We will write an open letter to incoming ALC students. Keep in mind, students come here at
many ages and for many reasons, with many different experiences at school. Their goal is where
you sit today, to be on track to graduate. In the letter, you will write a letter of encouragement
and advice. The letter should draw upon your personal histories and backgrounds (whatever you
are comfortable sharing) to provide advice to students when they come to ALC. Address the
envelope to Future Student.
Some topics students can address in an appropriate manner are:
1. List the positive aspects of the school, your favorite part about school, and advice on how
to use these positive resources at the high school.
2. List negative aspects from your own personal experiences and advice on how to address
these. Please keep in mind, this letter is meant to assist new students, not scare them :).
3. List potential goals the incoming students should try to achieve while in high school and
the reason why they should work towards these goals (think motivation).
4. Try to brainstorm potential questions the students may have and answer them. Think back
to your first few days here and answer them.
Other topics you can write about include workload, what a typical day is like, the teachers/staff,
your favorites or highlights of the day, the vibes here, introduce the teachers, etc.
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Directions:
Letter To Self
You will be making a time capsule in the form of a letter to yourself. The ALC will keep your
letter until graduation. We will give it to you with your grad gift! Remember to address the
envelop to yourself!
In your letter you will write about the following things:
1. You: currently - What is going on in your life currently? How far away are you from the
graduation ceremony? What are your biggest fears? What are your current goals? What
do you like about yourself, what do you wish you could change?
2. Your supports - Best friends, family members, who do you live with? Favorite teachers,
other adults in your life, What people are in your life? What makes them special to you?
How do you relate to them? What role do they play in your life?
3. You: past - Where were you born, where did you live, what was your childhood like,
what other schools did you attend, overall, what was your view on school, what did you
go through to get to where you are now?
4. You: future - What do you want to happen in 1 year, 5 years, 10 years? What is a
lifelong dream or goal of yours? Anything you are dreading? What about future family,
relationships, education, or career goals?
You must include these 4 topics and the letter should be at least 4 paragraphs - one for each
topic.
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Extra Activity: Vision Board
Objective:
1. Help students conceptualize their goals and can help serve as a source of motivation as
students work towards achieving their dreams.
Description: What is a vision board? A vision board is a collage of images, pictures, and
affirmations of your dreams, goals, and things that make you happy. It can also be called a dream
board, treasure map, or vision map. In short, a Vision Board is a representation of what you want
for your future.
Directions: Gather pictures from magazines or Google that you would like to put on your vision
board. Anything that inspires and motivates you can go on the vision board. The purpose of your
vision board is to bring everything on it to life.
Things to think about:
• Relationships
• Career and Finances
• Home
• Travel
• Personal Growth (including spirituality, social life, education and health).
Create a POSTER and use the following to lay out your vision:
• Images and quotes from the internet.
• Magazines that you can cut images and quotes from.
• Most importantly, include the stuff you want to look at every day. Photos, quotes,
sayings, and images of places you want to go, reminders of events, places, or people,
postcards from friends and just about anything that will inspire you
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